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GUIDANCE  FOR  THE  PREPARATION  AND 
IMPLEMENTATION  OF  RECEPTION /CARE 
PLANNING  IN  HOST  COMMUNITIES 

Reception  and  Care  Planning  Guidance  for  Host  Communities  is  a four-volume  set  of  guidance 
materials  covering  the  preparation  of  local  Reception/Care  plans  in  communities  which  would 
host  large  numbers  of  evacuees  under  conditions  of  very  severe  crisis  or  massive  disaster.  The 
four  volumes  are: 

Volume  I.  An  Overview  of  Reception/Care  Planning  and  Training 
Guidance-introduces  the  available  guidance  covering  (primarily)  host 
area  organization,  and  describes  segments  suitable  for  use  in  alterna- 
tive training  sessions. 

Volume  II.  Planning  Steps  and  Instructions  for  the  Preparation  of 
Host  Area  Reception/Care  Plans— this  volume  describes  a sequence  of 
R/C  planning  steps,  and  provides  detailed  instructions  for  developing 
a R/C  plan  in  accordance  with  the  Planning  Format  in  Volume  111  below. 

Volume  HI.  Planning  Format— provides  the  materials  and  forms  re- 
quired to  complete  a detailed  Reception/Care  plan  for  a host  county  or 
similar  jurisdiction. 

Volume  IV.  Tables  of  Organization  and  Staff  Responsibilities— is  a 
reference  book  which  charts  the  organization  of  a host  county  R/C 
organization,  and  provides  detailed  Job  descriptions  for  each  position 
in  a fully  elaborated  host  area  R/C  organization. 

All  of  the  materials  in  this  set  are  presented  in  .sections  or  “modules”  which  can  be  useil  in 
( I ) training  sessions  or  in-the-field  orientation  .sessions,  (2)  planning,  and  (3)  operations.  Tlie 
planning  and  training  modules  are  also  constructed  such  that  appropriate  materials  can  Ih' 
deployed  at  any  level  of  the  R/C  organization  during  either  preparatory,  crisis,  or  operational 
(jcriods. 


TItis  guidance  was  produced  for  the  Defense  Civil  Preparedness  Agency  by  Human  Sciences 
Research,  Inc.,  under  Contracts  DCPA-0l-75-C-030d  and  DCPA-01-7.S-C-032‘f 
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INTRODUCTION 


This  document  describes  the  management  structure  of  a fully  elaborated  and  staffed 
Reception/Care  (R/C)  organization  in  a host  county.  Such  an  organization  would  normally 
exist  largely,  but  not  completely,  “on  paper”  -in  the  form  of  local  contingency  plans  to  care 
tor  large  numbers  ot  evacuees  from  nearby  risk  areas.  However,  such  plans  must  anticipate  the 
tull-blown  organization  that  would  be  required  to  lodge,  feed,  and  shelter  a large  evacuee  popu- 
lation added  to  the  normal  population  of  a county. 

R/C  plans  should  include  a detailed  description  of  the  county’s  prospective  R/C  units, 
the  geographical  areas  they  would  serve,  their  headquarters  locations,  and  their  tables  of  organi- 
zation when  fully  operational.  During  normal  periods,  these  plans  are  kept  uj>to-date  by  desig- 
nated “core”  staff,  who  also  participate  in  readiness  exercises,  the  recruitment  of  additional 
volunteer  staff  members,  and  the  training  and  orientation  of  new  staff.  Should  a severe  crisis 
develop,  additional  local  citizens  and  evacuees  would  be  recruited  and  trained  to  assume  the 
remaining  management  positions,  and  both  organizations  and  individuals  would  be  recruited  to 
serve  as  workers  in  the  numerous  R/C  units. 

This  document  is  intended  to  support  both  the  planning  process- when  the  local 
R/C  organization  is  being  defined-and  the  training  of  R/C  staff  who  may  be  recruited  during 
normal,  crisis  buildup,  or  emergency  periods.  It  should  also  be  useful  as  a reference  when  a 
R/C  operation  is  under  way. 

The  following  sections  brietly  review  concepts  of  R/C  planning  and  organization 
which  may  be  helpful  in  translating  this  guidance  into  a specific  plan  and  organb.ational  struc- 
ture for  a particular  community.  More  detailed  treatments  of  these  concepts  appear  in  earlier 
parts  of  Reception  and  Care  Planning  Guidance  for  Host  Communities. 

The  Cri.sLs  Relocation  Mission 

“Crisis  relocation”  refers  to  the  movement  of  population  out  of  a disaster-threatened 
community  and  the  “hosting”  of  these  evacuees  in  other  (usually  nearby)  communities.  Such  a 
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movoinent  might  take  place  during  a particularly  grave  international  crisis-possibly  in  response 
to  a similar  evacuation  by  a potential  eneniy-and  would  serve  to  reduce  the  vulnerability  of 
the  American  population  during  a period  of  negotiations.  Should  a massive  disaster  occur- 
precipitated  either  by  an  enemy  attack  or  by  more  localized  accidents,  terroristic  acts,  or 
natural  phenomena-a  prior  relocation  could  dramatically  reduce  tJie  loss  of  life  or  the  effects 
on  the  country’s  economic  and  organizational  capacity. 

Crisis  relocation  represents  an  alternative  to  the  “in-place”  sheltering  of  threatened 
population.  The  nuclear  civil  protection  plans  of  the  Defense  Civil  Preparedness  Agency  en- 
vision relocation  as  a potential  response  to  threats  characterized  by  long  warning  periods,  the 
escalation  of  tension,  or  negotiations  over  issues  that  might  be  resolved  by  war  or  by  the  widening 
of  a limited  nuclear  war. 

It  is  assumed  that  a relocation  movement  would  be  planned  to  occur  over  a period 
of  several  days,  and  that  the  duration  of  the  relocation  might  be  one  or  two  weeks  or  possibK 
longer.  It  is  further  assumed  that  certain  risk-area  defense,  production,  and  economic  activities 
would  continue,  necessitating  organized  commuting  by  some  workers  living  in  the  host  area. 
Finally,  by  the  nature  of  the  contingency,  it  must  be  assumed  that  population  movements 
might  also  occur  spontaneously,  and  that  a nuclear  detonation  might  at  any  time  require  the 
entire  population  to  move  from  a lodging  to  a fallout  shelter  mode. 

Tfie  Reception/Care  Mission 

Tlie  R/C  mission  is  to  provide  lodging,  fallout  shelter,  food,  and  essential  supporting 
services  to  the  population  during  a crisis  relocation.  Minimally,  a host  county  R/C  operation 
would  involve: 

• Receiving  and  registering  evacuees,  either  individually  or  as  groups 
associated  with  particular  organizations  or  institutions. 

• Lodging  evacuees  in  predesignated  congregate  care  facilities  (and 
in  volunteered  private  dwellings,  where  available). 
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• /'niyilllilii  I'alUnti  shi'iu  f lor  boih  ihc  cv.k'ucc  and  host  popu- 
lations on  sliofl  notice,  at  any  time  in  the  relocation  period. 


• J-cedin^  tile  population,  as  ilistrihuted  in  either  the  kHljiin}; 
or  the  shelter  mode. 

• l^rovidin^  iirlicr  essential  services  retiuireil  by  speeial  |H)|nila- 
tions  such  as  llic  iut'ivm,  the  handicapped,  or  the  aped. 

•A  Reception/C’are  oiH-ration  woukl  he  concerned  with  the  care  of  people  at  every 
stape  of  a crisis  relocation,  (iiven  the  mapnitude  and  complexity  of  this  task,  R/C  planninp 
seeks  to  maximally  utilize  existinp  orpani/.ational  capaeity  and  to  draw  on  the  manpower 
available  in  the  evacuee  as  well  as  the  host  population,  furthermore,  R '('  planninp  is  as 
much  concerned  with  orf;ani:ing  the  people  to  receive  services  as  it  is  with  creaiinfi  a R C 
organization  to  deliver  those  services.  In  fact,  R,'{'  pilanninp  should  combine  these  two  aspects 
of  orpanization  by  first  ereatinp  an  orpani/.ational  structure  for  prerlesipnated  R/C  units  , 
then  providinp  puidelines  forstaffinp  that  structure  usinp  both  local  and  evacuee  manpower. 

The  criticality  of  an  effective  R/C  Service  is  underscored  by  the  nation’s  requirement 
to  keep  essential  industry  operatinp  durinp  a relocation,  and  by  the  absolute  necessity  for 
orderly  public  activity  durinp  such  a crisis.  Both  the  tiisaster  threat  and  the  evacuation  would 
be  essentially  destabilizinp  events,  and  woukl  ilisrupt  the  complicated  pat  terns  of  social  anil 
economic  life.  If  people  are  to  be  expected  to  leave  their  homes  or  to  “share”  their  communities 
in  such  stressful  circumstances,  they  must  be  shown  a lopical  and  well-planned  approach  to 
the  provision  of  services  and  the  maintenance  of  ;m  orderly  environment. 


Reception/Carc  Planning  in  Host  Areas 


Most  county  R/C  planninp  revolves  around  the  followinp  essential  tasks: 

1.  Distributing  the  expected  evacuee-plus-local  population  across 
the  county’s  lodpinp,  fallout  shelter,  and  other  facilities. 

2.  Districting  the  county  to  create  manapeable  R/C  jurisdictions, 
based  on  the  population  distribution  determined  in  1 above. 
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4.  StuffitiK  the  R/C  organization,  including  the  designation  of 
“eore”  staff,  plans  to  augment  core  staff  in  an  emergency, 
and  the  provision  of  traitiing  guidance  for  R/C  staff. 


The  following  sections  discuss  those  aspects  of  each  task  which  relate  directly  to  the  creation 
of  an  organizational  structure  fora  host  county. 


Distributing  the  Expected  Population 

Detailed  Reception/Care  planning  should  begin  with  and  be  based  on  the  distribution 
of  the  county’s  expected  local-plus-evacuee  population.  Planners  working  at  the  county  level 
should  normally  have  data  on  such  factors  as  the  number  of  evacuees  to  be  hosted,  the  number 
transiting  the  county  to  reach  other  host  areas,  the  number  of  evacuees  and  local  residents 
who  might  commute  to  the  risk  area  during  a crisis,  the  number  of  “organizational”  evacuees, 
and  any  significant  “special  care”  populations  (for  example,  institutionalized  groups  from 
nursing  homes). 

riie  best  distribution  of  these  evacuees  will  depend  on  such  factors  as  the  location 
of  congregate  lodging  and  fallout  shelter  s|iaces,  the  neetis  of  certain  evacuee  groups  for  special 
care  facilities,  or  the  (.lesirability  of  loilging  commuting  groups  of  workers  near  major  transpor- 
tation arteries.  These  anil  other  aspects  of  lodging  and  shelter  assignments  are  described  in 
other  R/(’  guidance  documents.  Tor  present  purposes,  it  is  sufficient  to  note  that  the  lodging 
and  shelter  assignments  produce  a new  “map"  of  the  county’s  population.  It  is  this  map 
which  must  be  carved  up  to  create  R/C’  jurisdictions. 


R/C  Jurisdictions 

Tor  the  purpose  ot  organizing  R (’services,  the  county  is  normally  divided  into 
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Tlie  County  itself  is  typically  the  most  convenient  geottrapliical  and  political 
base  for  orjiam/inj;  the  R/C  function,  thoutih  i>thcr  jurisdictions  or  multi- 
county units  may  he  uscil  in  some  areas.  The  County  R/C  Ucadiiuartcrs, 
spccillcd  in  the  plan,  is  normally  k)catcd  in  the  Emergency  Operating 
Center  or  otherwise  placed  so  as  to  he  convenient  to  the  office  of  the 
county’s  chief  civil  preparedness  official. 

Reception  Centers,  operated  hy  the  County  R/C  Service,  are  located 
convenient  to  the  How  of  evacuation  traffic  in  facilities  adequate  to 
handle  the  expected  volume  of  evacuees. 

Rest  Areas,  also  operateil  out  of  the  County  Headiiuarters,  are 
placed  along  the  routes  carrying  evacuees  through  the  county  to 
other  destinations. 

R/C  Divisions,  with  headquarters  in  the  County  Office  or  separate  locations, 
may  be  used  to  divide  the  county  into  two  or  more  administrative  units, 
operating  under  control  of  the  County  R/C  Headquarters.  The  Division  is 
an  “optional”  R/C  unit,  and  is  normally  created  only  if  needed  to  insure 
a manageable  span  of  control  over  nutnerous  or  widely  spread  R/C'  Districts. 

R/C  Districts,  with  designated  headquarters  locations,  are  the  basic  sub- 
county building  blocks  of  a R/C’  organization.  Within  the  C'ounty  or  Division, 
each  R/C  District  might  be  expected  to  contain  approximately  10,000  people 
(local-plu,.-evacuee  population),  though  this  number  may  vary  wiilely  in 
either  direction.  To  the  maximum  extent  possible.  R/C  Distriets  should  he 
drawn  so  as  to  constitute  "self-contained  " nm/.v-capable  of  proviiling  congre- 
gate lodging,  fallout  shelter,  feeiling  services,  ami  other  essential  services 
to  the  expected  crisis  period  population. 

Lodging  Sections,  with  designated  headquarters  locations,  are  the  princi- 
pal subunits  of  the  District.  A particular  Lodging  Section  may  cover 
several  city  blocks,  a larger  rural  area  or  suburban  neighborhood,  or  only 
one  large  congregate  care  facility  such  as  a school,  hotel,  or  ofHce  building. 
Where  possible,  the.se  units  should  also  be  tirawn  to  have  the  .self-contained 
character  desireil  at  the  District  level  at  least  to  the  extent  of  including 
both  the  fallout  shelter  and  congregate  lodging  spaces  needed  by  the  ex- 
pected population. 

Congregate  Care  Facilities,  designated  by  address  and  their  number 
111  the  DCPA  Host  Area  Survey. 

Fallout  Shelters,  designateil  by  adilress  and  Survey  Number 


J 


’I 


MM 


Feeding  and  other  R/C  Facilities,  designated  by  address  and 
Survey  Number. 


i! 


Residential  Neighborhoods  for  Volunteered  Private  Dwellings. 
In  a crisis,  residents  would  be  requested  to  sliare  their  dwellings 
with  evacuees.  Therefore,  particular  neighborhoods  should  be 
allocated  to  various  Lodging  Section  or  District  Headquarters, 
which  would  “match”  any  volunteered  dwellings  with  evacuees 
lodged  in  their  jurisdictions. 


Tlie  Enumeration  of  R/C  Jurisdictions 

Every  specific  R/C  Jurisdiction  and  individual  facility  can  be  designated  in  a manner 
which  indicates  its  place  in  the  R/C  chain  of  command  and  county  organization,  as  well  as  its 
general  location  on  a map  of  R/C  Jurisdictions.  The  identifier  is  derived  as  follows: 


R/C  Unit 
County 

Divisions  (if  u.sed) 
Districts 

Lodging  Sections 
Buildings 


Identifier 

name 

roman  numerals 
capital  letters 
arabic  numerals 
DCPA  Survey  number 


1 or  example,  in  a recent  prototype  plan,  the  Municipal  Building  in  Canon  City,  Colorado 
(I  remont  County),  is  identified  as;  FremonMA(i-Bldg.  80279.  (If  Divisions  had  not  been 
used  in  I remont  County,  the  designation  would  be.  Fremont  A6-Bldg.  80279.) 


Maps  aiul  Forms 

After  the  expected  or  potential  evacuee  population  is  distributed  across  lodging 
and  shelter  spaces,  the  county  is  divided  into  R '(' junsdictions-C'ounty.  Divisions.  Districts, 
I.mlging  Sections,  etc.  Planners  should  then  prepare  detailed  and  clear  maps  for  eacii  Juris- 
diction, indicating  its  subunits,  their  boundaries,  and  all  R/C  headquarters.  At  this  time.  too. 
the  one-page  organizational  form  provided  for  each  level  or  type  of  unit  should  be  completed. 
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I Ik-m-  torins  provide  descriptive  intorniation  about  the  boundaries  of  the  unit,  its  component 
liirisdu  tions.  headipiarters  locations,  and  any  core  staff  who  have  been  designated  to  date. 
tk'iKelortli  in  the  planning  process,  these  forms  and  maps  should  be  available  to  anyone 
concerned  with  organi/ing,  staffing,  or  operating  R/C  services  in  a designated  R/C  jurisdiction. 

■>\t  this  point  in  the  planning  process,  the  “new”  county  and  subunit  maps  would 
contain  such  information  as; 


F'or  each  unit,  the  maps  and  accompanying  forms  would  also  indicate  resident  population, 
evacuee  population,  headquarters  location,  a variety  of  R/C  facilities  (hospitals,  eating  places, 
pet  pounds,  etc.),  associated  residential  areas  (for  volunteered  dwellings),  and  the  jurisdiction's 
list  of  congregate  care  and  fallout  shelter  facilities. 

It  is  to  a map  such  as  this  that  the  organizational  structure  described  herein  would 


County  R/C  Organization 


This  vohinii;  describes  and  cliarts  a R/C  organization  which  would  deliver  R/C 
services  at  the  several  levels  indicated  above.  It  also  provides  job  descriptions  for  staff  per- 
sonnel at  all  levels  in  the  R/C  chain  of  command.  The  following  paragraphs  provide  an 
overview  of  the  organizational  concept  which  underlies  this  description. 

Rcccption/Care  Service 

Tile  R/C  Service  is  responsible  for  determining  where  evacuees  will  be,  physically, 
throughout  the  crisis  relocation  and  for  providing  essential  services  supporting  both  evacuees 
and  host  area  residents  throughout  the  period.  These  essential  services  include; 

• lodging  and  fallout  shelter 

• registration  and  information 

• feeding 

• individualized  emergency  assistance,  and  special  care  for 
dependent  populations  (the  aged,  infirm,  etc.) 

• other  personal  services  needed  by  the  population  (animal 
shelters,  emergency  clothing  or  supplies,  etc.) 

The  sum  total  of  these  services  must  meet  the  minimum  essential  requirements  of  the  popula- 
tion. This  criterion  may  be  viewed  as  including  both  “bare  survival”  needs  and  other  needs 
which  must  be  met  to  achieve  an  “acceptable”  level  of  living  during  a crisis  in  which  people 
are  asked  to  evacuate  their  homes  and  communities. 

The  Reception/Care  function  may  be  viewed  as  ( 1 ) organizing  and  distributing 
people  so  that  services  can  be  delivereil  most  efficiently  and  in  a satisfactory  manner,  and 
(2)  providing  for  the  delivery  of  services  to  the  population  thus  organized  and  distributed. 
Tliese  two  organizational  gtials- involving  people  and  services -are  closely  interrelated,  since 
one  objective  of  R/C  planning  is  to  utilize  members  of  the  resident  and  evacuee  populations 
to  help  staff  the  R/C  organization  itsell. 
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Reception/Care  Functions 


The  Reception/Care  Service  is  organized  in  terms  of  three  principal  functions: 

1.  Welfare- Shelter  Operations.  These  organizational  elements  are  charged 
with  managing  the  evacuee  population  throughout  a crisis.  Welfare- 
Shelter  Operations  would  (I ) provide  lodging,  feeding,  and  other 
essential  services  to  the  population  in  a lodging  mode,  (2)  supervise 
the  transfer  of  people  from  lodging  into  fallout  .slielter  facilities, 
should  the  need  arise,  and  (3)  provide  essential  services  to  the  in- 
shelter population.  These  elements  would  be  in  direct  contact  with 
the  population  to  be  served.  Welfare-Shelter  Operations  is  divided 
into  five  component  Services: 

9 Tile  Lodging-Shelter  Service 

• Registration  and  Information  Service 

• Feeding  Service 

• Special  Services 

• Personal  Ser\  ices/Clothing. 

2.  Shelter  Planning  and  Allocation.  Before  and  during  a crisis,  these  orga- 
nizational elements  would  plan  the  allocation  of  fallout  shelter  to  local 
residents  and  evacuees,  supervise  the  building  or  upgrading  of  fallout 
shelter,  and  advise  Welfare-Shelter  Operations  personnel  concerning 
the  tratisfer  of  people  into  and  out  of  a shelter  mode. 

3.  Auxiliary  Services.  These  elements  would  provide  public  information 
to  the  populatioti,  plan  and  execute  counseling  and  morale-building 
programs,  and  respond  to  needs  for  personal  counseling  during  the 
crisis  period.  They,  too,  would  advise  and  assist  the  Operations 
elements  charged  with  managing  people  and  services. 


Command  Structure 

The  chart  on  the  next  page  outlines  the  R,'C  chain  of  command.  Detaileii  ami 
complete  tables  appear  later  in  this  volume.  In  this  simplified  depiction  it  shouUI  be  noteil 
that: 
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RECEPTION/CARE  ORGANIZATION 


Chief  Preparedness  Official 


Director  — — 
Shelter  Planning 


County 

R/C  Coordinator - 


Deputy  R/C  Coordinator  _ 
Welfare-Shelter  Operations 


Assistant  Coordinators 
for; 

Lodging-Shelter 

Registration 

Feeding 

Special  Services 
Personal  Services 


Director 

Auxiliary  Services 


Deputy  R/C  Coordinator 
Reception  Centers/Rest  Areas 

Reception  Center 
Assistant  R/C  Coordinator 

Rest  Area 

^Assistant  R/C  Coordinator 


Deputy  Directory — 
Shelter  Planning 


Division 

Deputy  R/C  Coordinator . 


Assistant  R/C  Coordinator 
(Two  or  more  Districts) 


Deputy  Director 
Auxiliary  Ser/iccs 


District 


Manager 

1 

Assistant  Manager 
Administration 

< • ■ • - r- 

Assistant  Manager 
Operational  Liaison  — 

~ 1 

^1 

1 

Supervisor  Supervisor  Supervisor  Supervisor 

■ Special  Services  Registration  Lodging-Shelter  Feeding 


Supervisor 
Personal  Sen  ices 


Deputy  Supervisor 
Shelter 


Lodging  Section 
Deputy  Supervisor 


Congregate  Facility 
Manager 

line  Operations 
Staff  Functions 

Technical  Assistance  and  Guidance 


Residential  Area  (Neighborhood) 
Lodging  Aide 


• The  five  Serviees  in  Welfare-Slielter  operations  are  responsible  for 
managing  the  R/C  effort  and  determine  where  the  people  are  througli- 
out  the  crisis. 

• The  Shelter  Planning/Alloeation  and  the  Auxiliary  Serviees  elements 
are  advisory  and  supporting  elements,  interacting  mainly  with  the 
County  and  District  commands  and  the  Lodging-Shelter  Service  at 
the  District  and  Lodging  Section  Levels. 

• Welfare  Shelter  Operations  functions  are  fully  elaborated  and  staffed 
only  at  the  County  and  District  levels.  Divisions  are  treated  as  “inter- 
mediate” administrative  units  (and  may  not  exist  in  some  counties). 
Only  selected  Operations  functions  reach  down  to  the  Lodging  Sec- 
tion and  Neighborhood  levels.  Not  shown  here  are  other  local 
facilities  such  as  feeding  units  (operated  by  the  Feeding  Service) 

and  special  care  facilities  operated  by  Special  Services. 


Line,  Staff,  and  Technical  Guidance 
Relationships  Among  R/C  Personnel 

In  the  Tables  of  Organization  in  Part  1 of  this  document,  relationships  between 
positions  are  indicated  as  follows; 

Line  Operations.  “Line”  positions  are  in  the  chain  of  command  of 

units  delivering  R/C  services  directly  to  evacuees  or  residents. 

Staff  Functions.  “Staff”  positions  are  advisory  and  supportive  to 

their  designated  supervisors. 

Technical  Guidance  and  Support.  Positions  not  relating  directly 

to  one  another  in  the  chain  of  command  may  nevertheless  be 
required  to  interact  with  one  another  to  exchange  technical  in- 
formation 


Staffing  Concepts  and  Levels 


It  is  not  anticipated  that  the  management  staicture  described  herein  would  be 
fully  staffed-or  even  approach  that  level-during  normal  periods.  The  objective  of  R/C 
planning  is  to  create  an  organizational  “skeleton.”  During  normal  periods,  designated  core 
.s7u// would  maintain  the  plans  and  gradually  recruit  and  orient  additional  core  staff  personnel. 
During  a severe  crisis,  this  core  management  group  would  rapidly  be  expanded  to  fill  out 
the  management  structure  described  herein.  Finally,  during  a relocation  operation,  additional 
management  personnel,  and  large  numbers  of  workers  for  their  units,  would  be  recruited 
from  among  the  evacuee  as  well  as  resident  populations. 

Sixty-six  R/C  management  positions  are  described  in  Part  11  of  this  document  and 
included  in  the  Tables  of  Organization  presented  in  Part  I.  The  numbers  of  people  required 
to  staff  this  structure  in  a particular  county  would  depend  on  the  actual  number  of  R/C 
jurisdictions  (Divisions.  Districts,  etc.)  created  by  host  county  planners.  And  the  number 
of  local  (host  county)  residents  required  would  also  depend  on  the  extent  to  which  host 
positions  would  be  filled  by  Risk  Area  evacuees  (if  specific  assignments  are  made  in  cooperation 
with  Risk  Area  planners). 

Five  staffing  levels  are  outlined  in  Part  IV:  Alternative  Staffing  levels  (page  1 81 1 
These  levels  correspond  to  successive  stages  in  the  buildup  of  a host  county  R/C  organization, 
and  represent  the  recommended  order  in  which  core  staff  positions  should  be  filled. 

The  numbers  of  personnel  required  at  the  higher  levels  will  vary  with  the  number 
of  R/C  jurisdictions.  For  example,  a county  of  20,000-25,000  people,  expecting  to  triple 
Its  population  during  a relocation,  might  be  divided  into  approximately: 

2 Divisions 
6 Districts 
16  Lorlging  Sections 

. 1 Reception  Center/ResI  Area 

I Rest  Area 
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The  personnel  required  at  each  staffing  level  would  then  number: 


Level  One 

3 people 

Level  Two 

10 

Level  Three 

22 

Level  Four 

54 

Level  Five 

approximately  200-250,  not 
counting  managers  of  individual 
congregate  care,  feeding  and 
special  services  facilities. 

Level  Five,  it  should  be  noted,  would  nomially  be  achieved  only  during  a crisis- 
buildup  or  relocation  phase,  and  a substantial  number  ot  the  Level  Five  positions  (perhaps 
75-100)  could  be  filled  with  evacuees  recruited  on  the  spot.  Also,  though  the  Level  F-ive 
figure  does  not  include  tacility-level  managers,  these  personnel  would  typically  be  the  persons 
normally  operating  or  managing  those  facilities.  In  sum.  from  1 25  to  1 50  host  area  residents 
might  fill  the  essential  R/C  management  structure. 

This  staffing  approach  represents  u relatively  modest  number  of  (mostly)  volunteer 
personnel  who  would  manage  the  county  situation  implied  by  the  example-perhaps  60.000- 
70,000  people  (evacuees  plus  residents). 

Approaches  to  Staffing  ^ 

In  aildition  to  the  core  staff  designated  before  a crisis  at  one  of  the  five  levels 
indicated  above,  other  approaches  to  staffing  might  include: 

- designating  R/C  staff  by  position  in  another  organization- 
for  example,  the  “County  Welfare  Director”  (or  equivalent) 
might  be  designatetl  the  County  R/C  Coorilinator  (providing 
the  individual  is  appropriately  interested,  capable,  etc.); 

- asking  the  owners  or  managers  of  particular  buildings  to 
a.ssume  the  rx)le  of  Facility  Manager  on  a standby  basis; 

- assigning  key  host-area  R/C  positions  to  cooperating  risk 
area  personnel  (i.e.,  potential  evacuees);  for  example  a risk 
area  school  system  might  be  evacuated  as  an  intact  organi- 
zation. its  members  and  their  families  lodged  near  a host 
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area  headquarters  which  would  utilize  them  as  staff,  and 
its  chief  executive  officers  appointed  to  key  supervisory 
positions  in  the  host-county  R/C  structure. 


Any  of  these  approaches  or  arrangements  should  be  reflected  in  up-to-date  plans 
and  organizational  charts.  And  of  course,  none  of  these  “short-cuts”  should  be  undertaken 
on  the  assumption  that  the  people  involved  would  carry  out  their  assigned  duties-unless 
efforts  are  made  to  familiarize  them  with  the  organization  they  would  be  working  in. 
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RECEPTION  AND  CARE  PLANNING 
GUIDANCE  FOR  HOST  COMMUNITIES 


1.  Tables  of  Organization 

II.  Personnel  Positions 

III.  Reference  List 

IV.  Alternative  Staffing  Levels 


I. 


TABLES  OF  ORGANIZATION 
for  a 

HOST  COUNTY  R/C  SERVICE 


Sections  A tlirough  J below  present  Tables  of  Organization  for  all  elements  normally  found 
in  a host  county  Reception/Care  operation.  The  various  tables  describe  the  camniaiid  struc- 
ture at  each  level  and  the  vertical  organizatioti  of  the  five  Operations  functions,  the  Shelter. 
Planning  and  Allocation  function,  and  the  Auxiliary  Services  function. 

• Command  Structure.  Sections  A,  B,  C describe  the  R/C 
organization  at  each  of  three  levels: 

A.  County 

B.  Division 

C.  District 


• Vertical  Organization  of  Functions.  Sections  D-J  describe 
the  vertical  organization  of; 

D.  The  Lodging  Shelter  Service  (Operations) 

E.  Registration  and  Information  Service  (Operations) 

F.  The  Feeding  Service  (Operations) 

G.  Special  Services  ( Operations) 

H.  Personal  Services/Clothing  (Operations) 

I.  Shelter  Planning  and  Allocation 

J.  Auxiliary  Services 


The  Personnel  Positions  in  each  table  are  referenced  to  the  numbered  list  of  job  descriptions 
beginning  on  page  49.  (The  job  descriptions  are  also  organized  and  presented  in  sections  cor- 
responding to  A-J  above.) 

Each  section  is  presented  as  a self-contained  unit  and  may  he  reproduced  ( with  the  correspond- 
ing job  descriptions  in  Part  ID  for  use  by  appropriate  organizational  elements. 
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PRECKDIMJ  PATE  tLXNK-HOT  ZIDdED 


A. 

RECEPTION/CARE  SERVICES 
COUNTY  LEVEL 


{ Command  Structure) 


rRaCIiDIl'D  page  tLAJOC-NOT  PILLED 


4* 

Personnel  Positions  Number 

• (\)unty  Rece|ition/Care  C\K)rilin;iit)r  f/i/u';/  I 

• Deputy  R/C  Coorilinator:  Well'are-Slielter  Operations  2 

• Deputy  R/C  Coordinator;  Reeeplion  Centers; Rest  Areas C//>u'y  3 

• Director;  Shelter  Platining  atui  Allocation  4 

• Director;  Auxiliary  Services  C.s7u//y  5 

• Assistant  C'oorilinator;  Lodging-Shelter  C.vti/yyy  6 

• Assistant  C'oorilinator:  t'eedingCsruyyy  1 

• Assistant  Coordinator:  Registration  and  Inl'orniation  H 

• Assistant  Coordinator:  Special  Services  (siajj)  9 

• Assistant  Coordinator:  I’ersonal  Services /Clothing  10 

• Assistant  Coordinator:  Reception  Center  Rest  Area ///'ud  II 

• Assistant  Coordinator:  Rest  Area l~ 

• Assistant  Director:  Shelter  Assignment  Cs7<;//y  13 

• Assistant  Director:  Lxpedient  Shelter  Lvru/D  14 

• Assistant  Director:  Shelter  I quipnient  and  Supi>lies  Dti////  15 

• Assistant  Director:  Shelter  Management  Cstu/yy  It) 

• Assistant  Director:  Public  Lducation  aiui  rraining  Cs7i;//>  I/’ 

• Assistant  Director:  Religious  AlTairs  Cstj/y/  IS 

• Assistant  Director:  Recreation  IP 


() 


RECEPTION/CARE  SERVICES 


DIVISION  LEVEL 


( Comnund  Structure) 


(Nole-  I Ik'  Division  is  an  intermediate  headquarters  sometimes  used  to 
insure  an  ade«.|uate  and  manat’eahle  span  ot'eontrol  over  the  R/C  Districts 
in  a county  I he  Divisional  stalT  may  operate  in  the  County  R/C  Itead- 
quarters,  or  may  sometimes  operate  in  a separate  headquarters  near  the 
R ('  Districts  mcludeil  m tlie  Division.  In  counties  not  using  the  Divisional 
unit,  these  positions  would  not  appear.) 
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Personnel  Positions 


* 

Nuinher 


• Deputy  Reception  ami  Care  Coordinator:  Division  (line)  20 

• Deputy  Director:  Slielter  Planning  and  Allocation  t'.vru/jfy  21 

• Deputy  Director:  Auxiliary  Services  (staff)  22 

• Assistant  Reception  and  Care  Coordinator:  Districts  A and  B i^///;ei  23 

• Assistant  Reception  and  Care  Coordinator:  Districts  C and  D 24 


(Note;  One  Assistant  R/C  Coordinator  would  normally  be  responsible  tor  two 
or  three  Districts.  Two  Assistant  Coordinator  positions  are  described  here  to 
indicate  the  “line  of  succession”  by  which  designated  Assistant  Coordinators 
would  act  for  the  Deputy  Coordinator  or  one  another  when  certain  personnel 
are  absent.) 


* 


Refers  to  numbered  li.sl  of 


job  deserijitioiis  beginning  I'li  page  4‘f 


10 


Rcce (5 1 io n /Ca re  Se rv i ces 


Cominatul  Structure 


f j 

I 


DIVISION  LEVEL 


l ine  Operations 
SlalT  ^•uncllons 


Personnel  Positions  Nuinlier 

• MatKiger:  Reception  and  Care  District ( A,  U,  C,  etc.)  (line)  25 

• Assistant  Manager:  Administration  (staff)  26 

• Assistant  Manager:  Operational  Liaison  (staff)  27 

• Supervisor:  Lodging-Siielter  2.S 

• Supervisor:  L'eeding  t'//7/e>  29 

• Supervisor:  Registration  and  Inf'ormatiotW////c^  50 

• Supervisor:  Special  Services  31 

• Supervisor:  Personal  Services  and  Clothing  ^//ne^  32 


i 


Kelcts  111  mimhcrcil  list  ol  |oh  ileseriplinns  hognuimg  on  page  •!*> 
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I 

] 

Reception/Care  Services  C'onimaiul  Slructiire 


DISTRICT  LEVEL 


I’liMlmti  exists  only  m counties  using  Divisional  units. 


I. me  Operations 


Stall  f unctions 

— — fcclinical  (iimlancc  anil  Operational  Siippon 


IS 


I 

J 


D. 

WELFARE-SHELTER  OPERATIONS 
LODGING-SHELTER  SERVICE 

( Vertical  Organization) 


rJviChDINO  PAGE  tLANK-HCT  r'lLHED 


: 

1 

1 

Personnel  Positions 

Numlrer 

i 

( 

County-Level:  Lodging-Shelter 

• County  R/C  Coordinator  (line) 

1 

0 Deputy  Coordinator;  Welfare-Shelter  Operations  (/ineJ 

2 

: 

0 Assistant  Coordinator;  Lodging-Shelter  (stuff) 

6 

Division  Level 

’ 

(Coordinating  roles  of  Deputy  Coordinator  and 

20 

1 

\ 

Assistant  Coordinators) 

23.  24 

; 

District  Level:  Lodging-Shelter  i 

• Manager:  R/C  District 

25 

0 Supervisor.  Lodging  and  Shelter 

2S 

• Deputy  Supervisor:  Lodging  (slufj) 

3t 

• Deputy  Supervisor:  Shelter  (stuff) 

34 

t 

• Assistant  Supervisor:  Congregate  Care  (stuff) 

35 

0 Assistant  Supervisor:  Residential  Areas  (stujf) 

36 

0 Assistant  Supervisor:  NSS  Shelter  (stuff) 

37 

. 

0 Assistant  Supervisor:  Lxpedient  Shelter  (stuff) 

ts 

1 

Lodging  Section  Level 

• Deputy  Supervisor:  Lodging  Section  No. (1.2.  etc.)  (Hue) 

36 

0 Manager.  Congregate  1-acility  No (Survey  No.,  name,  address^  (/me/ 

40 

• Lodging  Aide:  Residential  Area (area,  neighborhood)  (line) 

41 

Refers  to  numbered  list  of  )ob  descnplions  hegiiumig  on  page  du 

ki-  ..  ..  

LODGING-SHELTER  SERVICE 


Level:  County,  Division.  District 


County  R/C 
Coorilinator 


1 

Deputy  R/C  Coordinator 
Welfare-Shelter  Operations 

Deputy  R/C  Coordinator 
Reception  Centers-Rest 
Areas. 

Assistant  Coordinator 
Lodging-Slieltcr 


*t’()silion  exists  only  in  counties  using  III*  Divisional  unit. 

l ine  Opeiations 

StalT  l iinctions 

— ■ — Tecliiucal  Guuiance  ami  Opetalional  Suppoit 


LODGING-SHELTER  SERVICE 


Levels:  District,  Lodging  Section 


Lmc  Operations 

SlalT  I'unclions 

Technical  Gnulance  aiul  Opetalional  Siippi'tl 


:o 


Assistant  Managei 
Operational  Liaison 


Deputy  Supervisor 


Slielter 


Assistant  Supervisor 


NSS  Shelter 


Assistant  Supervisor  1 


i-.xpedient  Shelter  I 


Lodging  Aide 
Residential  Area 


¥ 


E. 

WELFARE-SHELTER  OPERATIONS 
REGISTRATION  AND  INFORMATION  SERVICE 

{ Vertical  Organization) 


i 

I 


r 


Personnel  Positions  Nmnl>er 

County  Level:  Registration  and  Information 

• County  R/C  C'oordinator  (line)  \ 

• Deputy  Coordinator:  Welfare-Shelter  Operations  (line)  2 

• Assistant  Coordinator:  Registration/Information  (stuff)  8 

Division  Level 

((Coordinating  roles  of  Deputy  Coordinator  and  20 

Assistant  Coordinators.)  2d.  24 

District  Level:  Registration  and  Information 

• Manager:  R/C  District  (line)  2.S 

• Supervi,sor:  Registration  and  Inforrnatiort  (line)  .^0 

• Deputy  Supervisor:  Registration  (line)  42 

• Deputy  Supervisor:  Inquiry  Services  (line)  44 

• Deputy  Supervisor:  Infomiation  and  Referral  (line)  44 

• Assistant  Supervisor  of  Registration:  Lodging  Section  ('//nc)  45 

• As.sistant  Supervisor  of  Information  and  Referral:  Lodging  Section  t /h/i-y  4o 


♦ 

Kelcrs  to  mimlH’rcil  list  ol  job  descriptions  bcgliinmg  on  page  4') 


RIiGlSTRA  I ION  AND  INFORMATION  SLRVICL 


Ix-vels;  County,  Division.  District 


‘I’nMliiiM  cxi'.ls  <iiil_v  III  coluilit"-  iisiiir  l)mMi>ti;il  iinils. 

I me  Opct.ilioiis 
— — Sl.ill  t iiikliims 

I Ik  I line. il  (jiml.iike  ,iml  ( ti'i'i.ilioii.il  .Siipnoi  I 


REGISTRATION  AND  INFORMATION  SERVICE 


Level:  District 


I.mc  Opcniiiims 

Si;ilt  I iMKiions 

— . — leLlimL';il  t/iildanco  ami  Opeialioiial  Support 


Personnel  Positions  Niinil)oi 

County  Level:  Feeding 

• County  R/C  Coordinator  f/z/zc,/  I 

• Deputy  ('oordinator;  Wcllare-Shelter  Operations  ^/zzzzd  2 

• Assistant  Coorilinator  I'eeding  (stuff)  7 

Division  Level 

(Coordinating  roles  of  Deputy  Coordinator  20 

and  Assistant  Coordinator) 

District  Level:  Feeding 

• Manager:  R/C  District  (litic)  25 

• Supervisor:  Feeding  (line)  2^ 

• Deputy  Supervisor:  l-'ixed  Feeding  Stations  (line)  4^ 

• Deinity  Supervisor:  Support  Units  (line)  4S 

• Deputy  Supervisor:  Mobile  Units  (line)  40 

• Assistant  Supervisor:  L'eeding  Station  No.  ] (etc.)  (line)  50 

• Assistant  Supervisor:  Support  Unit  No.  I tetc.)  (line)  51 

• Assistant  Supervisor:  Mobile  Unit  No.  I (etc.)  (line)  52 


Keters  Id  nuiiilicrod  list  dI  idIi  dcscnplioiis  bccmniiu'.  dm  page  4'> 


FELDING  S£  RVICE 


Ia-u-In  (.  miiiiv.  Division.  District 


I’DSittoii  exists  only  in  counties  using  l)ivision;il  units. 

l ine  Openitions 

— StiilY  ( unctions 

lecliniciil  Gunhince  ;iml  Openitional  .Support 


FEEDING  SERVICE 


Li'vel:  District 


I 

i 


I ii\o  Oporiilions 

—  Stall  I'liiiclKiiis 

— — • TodiiiK.ll  (iuulancc  and  Opotaliotial  Siipporl 


:k 


G. 

WELFARE-SHELTER  OPERATIONS 
SPECIAL  SERVICES 


{ Vertical  Organization) 


Personnel  Positions 


County  Ix'vel:  Special  Services 


• County  R/C  Coordinator  (line) 

• Deputy  Coordinator;  Welfare-Shelter  Operations  (line) 

• Assistant  Coordinator:  Special  Services  (staff) 


Division  Level 

(Coordinating  roles  of  Deputy  Coordinator  and 
Assistant  Coordinators.) 


Nuinher 


* 


1 

2 

9 


20 
2.i.  24 


District  Level:  Spec'"’!  Services 

• Manager:  K/C  District  (line)  25 

• Supervisor:  Special  Services  dl 

• Deputy  Supervisor:  Lniergency  Financial  Assistance  5.1 

• Deputy  Supervisor:  Guidance  and  Counsel  54 

• Deputy  Supervisor:  Special  Care  Groups  (line)  55 

• Assistant  Supervisor:  Financial  Assistant,  Lodging  Section  (////<■/  56 

• Assistant  Supervisor:  Guidance  and  Counsel.  Lodging  Section  57 

• Assistant  Supervisor;  Special  Care  Facility  (line)  5S 


Rolcrs  III  rnirnbcrcil  list  of  joh  dcscriplions  beginning  on  p.ige  •!'' 


I 

i 


.10 


SPLCIAL  SERVICES 


Levels;  CounCy,  Division,  District 


County  R/C.’ 

" 1 

Coordinator 

r 


Deputy  R/C  Coordinator 
Well'are-Slielter  Operations 


Assistant  Coordinator 
Special  Services 


r' 


'Deputy  k ( Coordinator 
Reception  C enters  Rest 
i Areas  _ 

I Assistant  Coorilinator 
Reception  Centei  Rest 
L Area  


Assistant  Coordinator 
Rest  Area 


Deputy  R C C'oorilinator 
Division  No.  I 


1* 

Assistant  R C Coordinator  i 

Districts  A & IJ  _ _ j 


Manager 
R/C  District  A 


J' 


_ jAssistanl  Managei 
lAdininistratioii 


Assistant  Manaeer 
Operational  I iaison 


Supervisor 
Special  Services 


Position  exists  only  in  counties  usliij’  Divisional  units. 


— Line  Operations 
.Stall  l iinclums 

— — Icclinical  (luulanec  ami  Operational  Support 


SPECIAL  SERVICES 


Level:  Distrul 


Assist  11  lit  Manager 
Ailministration 


Manager 
R/C  District  A 


Supervisor 
Special  Services 


Deputy  Supervisor  I 
1 nicrgcncy  Financial  |- 
Assistance  _j 


Assistant  Supervisor 

Assistant  Supervisor 

1- 

I'in.incial  Assistance 

— 

Guidance  and  Counsel 

1 odging  Section  No.  1 

Lodging  Section  No.  1 

Assistatit  Supervisor 

As.sistant  Supervisor 

Financial  Assistance 

— 

Gttidance  and  Counsel 

Lodging  Section  2.  etc. 

Lodging  Section  2.  etc. 

Deputy  Supervisor 
Ciuidance  and  Counsel 


Special  Services  Unit 
Reception  Center-Rest 
Areas 


* 


It  a Keccpliim  ('enter  or  Rest  Area  is  located  m the  Distnet 


line  Operations 

Statl  l■■unctions 

— Technical  (juidance  and  Operational  Support 


Assistant  Manager 
Operational  Liaison 


Deputy  Supciv  isor 
Special  ('are  (iicuips 


I Assistant  Supetvisut 

Special  Care  l-actlit> 

No.  1 (“AAA  Motc-r'  etc  I 

I Assistant  Superusoi 

Special  Care  l ac  iht\ 

No.  2("Siirsm^ll<>mc'  > j 


J 


I. 


H. 

WELFARE-SHELTER  OPERATIONS 
PERSONAL  SERVICFS/CLOTHING 

( Vertical  Organization) 


Personnel  Positions 


County  Level;  Personal  Services/Clotlung 


• County  R/C  Coordinator  t'/n/eV 

• Deputy  Coordinator:  Welt'are-Slielter  Operations  (line) 

• Assistant  Coordinator:  Personal  Serviees/Clotliing  (staff) 

Division  Level 

(Coordinating  roles  of  Deputy  Coordinator  and 
Assistant  Coordinators) 

District  Level:  Personal  Services  Gothing 

• Manager:  R/C  District  (line) 

• Supervisor:  Personal  Services/Clothing  (line) 

0 Deputy  Supervisor:  Clothing  (line) 

0 Deputy  Supervisor;  Personal  Care  Services  (line) 

0 Deputy  Supervisor:  Pet  Service  (line) 

0 Assistant  Supervisor:  Clothing  Purchase  and  Supply  I line) 
0 Assistant  Supervisor:  Used  Clothing  (///(c) 

• Assistant  Supervisor:  Laundry  and  Cleaning  Services  (line) 

0 Assistant  Supervisor:  Personal  ('are  Services  (line) 

0 Assistant  Supervisor:  Pet  Shelter  (line) 


* 


Refers  to  mimbereti  list  of  job  desenplions  beginning  on  page  4'i. 


34 


20 

23,  24 


25 

32 

50 

60 

61 

62 

63 

64 


65 


66 


L 


PERSONAL  SERVICES/CLOTHING 


Levels:  County,  Division,  District 


* 

I’ositioii  exists  only  in  counties  using  Divisioiuil  units. 


Une  Operations 

Staff  functions 

— — Teclinical  Guidance  and  Operational  Support 


35 


PERSONAL  SERVICES/CLOTHING 


Level;  District 


Line  Operations 
Stall  I'unclions 

reclinical  ('lUHlancc  ami  Operational  Siippoit 


I. 

SHELTER  PLANNING  AND  ALLOCATION 


( I 'criii  ul  Ori’anization) 


Personnel  Positions 


Niiml>ers 


(All  Shelter  Planning  ajid  Alloealion  Positions  are 
staJJ  memhers  reporting  to  the  line  or  operations 
personnel  iiulicated  at  eaeh  level.) 

County  Level 

• County  R/(’ Coordinator  (line)  I 

• Director:  Shelter  Planning  ainl  Allocation  (staff)  4 

• Assistant  Director:  Shelter  Assignment  ('.s7u//,l  1 

• Assistant  Director:  li.spedient  Shelter  (staff)  14 

• Assistant  Director:  Shelter  l-quipment  and  Supplies  15 

• Assistant  Director:  Shelter  Management  (stafj)  Ui 

Division  Level 

• Deputy  RC  Coordinator  Division  l evel  20 

• Deputy  Director:  Shelter  Planning  and  Allocation  LsVu//)  2l 

District  Level 

• Manager:  R 'C  District  (line)  25 

• Supervisor  1 oilging  and  Shelter  (hne)  2.S 

• Deputy  Supervisor:  Shelter  (sru//)  (4 

• Assistant  Supervisor  NSS  Shelter  t staff)  M 

• .Assistant  Siiperviosr:  I xpeilient  Shelter  .IS 

Kclcrs  lo  nuinfuMecI  list  ot  job  ilcscnplions  hcgiiininji  on  jvigo  4*^ 

.)H 


Ia'vcI;  Coiintv 


SHELTLK  PLANNING  AND  ALLOCATION 


Director 
Slidter  Plannin;; 
and  Allocation 


' — “I  County  R/C’ 
Coordinator 


Assistant  Director 
Shelter  Assitinnient 


Assistant  Director  

I xpedient  Shelter 


Assistant  Director  i 

iluipment  and  Supplies  I 


Deputy  K/C  Coordinator 
Welfare-Shelter  Operations 


Deputy  K/C  Coordinatoi 
Reception  C entcis-  Rost 
Areas 


Assistant  Director 
Shelter  Manaijeinent 


1 1 J « 

Deputy  Director 

Deputy  R C Coordinator  | 

Shelter  Planniii!:  

Division  IxrvcJ  t 

and  Allocation 

1 

If  Divisions  arc  not  used  in  the  county,  llic  IX'puIy  DirccU't  position  may,  oi  may  iiol.  ho  included  in  the 
counly-Ievel  command. 

I.iiio  (tperalioiis 

Slaff  l unclions 

Technical  (Juidance  and  Operalional  Support 


SHELTER  PLANNING  AND  ALLOCATION 


! 

i 

i 


I 


Levels:  Division,  District 


Deputy  Director 
Siielter  Planning 
and  Allocation 


County  R/C  Coordinator 


Deputy  R/C  Coordinator 
Division  Level 


Assistatit  R/C  C.'oordinator 

R/C  Districts  A ami  B 

Manager 
Reception, 'Care 
District  A 

Supervisor 
Registration 
and  Inli'rin.ition 


4i 

It  Divisions  arc  not  used  in  the  county,  the  IX'puty  Dirctloi  position  may,  or  may  not,  he  included  m the 
county  level  headquarters. 

lane  Operations 
Stall  Functions 

lechmcal  Guidance  and  Operational  Support 


40 


W 


J.  j 

I 

AUXILIARY  SERVICES  j 

1 

i 

( Vertical  Organization)  | 


j 

i 


4= 

Personnel  Positions  Niinil>er 

(Ail  Auxiliary  Services  positions  are  stall'  ineinhers 
reporting  to  the  line  or  operations  personnel  indicated 
at  each  level.) 


County  Level 

• County  R/C  Coordinator  1 

• Director;  Auxiliary  Sei-vices  (siuj'f)  5 

o Assistant  Director:  Puhlic  I'diication  and  l raming  (staff}  17 

• A.ssistant  Director;  Religious  Afl'airs  IS 

• Assistant  Director:  Recreation  (stajf) 


Division  Level 

• Deputy  R/C  C'oordinator  Division  Level  ) 20 

I • Deputy  Director;  Auxiliary  Services  (stalj)  22 

1 

District  Level 

I 

• Assistant  Manager;  Operational  liaison  flinc:\tajt> 

I 

*Ke('ers  to  luiinl'ereil  li.sl  o(  |<il>  ilesc  Mplioiis  beginning  >>n  page  4') 

I *Al  the  Disiriel  level  aiul  helovv  the  .\ssistanl  Maiiagei  toi  Opeiatintul  I laisun  n«'iihnates 

j between  Auxiliary  Services  peisonnel  al  Ihe  Division  and  CoiinlN  levels,  on  the  one  hand,  and  ihe  Super 

I visors  and  personnel  ot  I odging-, Shelter  and  Spceial  Services,  on  the  other  llioiigh  otlieiwise  a wu/f 

, ineinber.  the  Assist. int  Manager 'l.iatson  pertornis  a /nn  or  coinin.ind  tiiiKtion  with  ri'speet  to  Aiixiliais 

I Se-ivtces 


4-4 


AUXILIARY  SERVICES 


Level:  County 


Ijiic  Operations 

SialT  I'linctions 

— — Technical  Gimlancc  ami  Operational  Support 


45 


AUXILIARY  SERVICES 


(Note:  At  tlie  District  level  and  below.  Auxiliary  Services  provides  personnel 
and  other  resources  for  use  by  the  Lodging-Shelter  and  Special  Services,  work 
ing  through  the  District’s  Assistant  Manager  for  Operational  Liaison. 


lx.'vels;  Division,  District 


II  Divisions  aif  iiol  used  in  llio  counly.  Ilic  Dopiily  Director  posilion  may,  or  ina\  nol.  he  included  in  llic 
1 oiinly  level  lieadipiailors 

■ I jiie  Opcralions 

.Sl.iir  I'liiii lions 

lecliiiical  (inidance  and  Operational  .Support 

4(i 


PERSONNEL  POSITIONS 
in  a 

HOST  COUNTY  R/C  SERVICE 

Sections  A through  J below  present  job  descriptions  for  the  sixty-six  personnel  positions 
normally  found  in  the  management  structure  of  a fully  organiz.ed  Reception/Care  Semce. 

These  descriptions  cover  management  or  chain-of-command  responsibilities  not  the  de- 
tailed tasks  required  to  carry  out  R/C  functions. 

Responsibilities  of  R/C  (management)  personnel  include  a through  knowledge  of; 

• Their  own  particular  positions, 

• All  positions  subordinate  to  them. 

• Linkages  with  related  R/C  positions. 

Sections  A through  J below  correspond  to  the  similar  sections  in  Part  I:  Tables  of  Organi/atit)n. 

Tlie  Reference  List  of  Personnel  Positions  and  Tables  of  Organization  (page  1 73  below)  provides 
detailed  cross-references  between  specific  positions  and  the  Tables  of  Organization  in  which  they 
appear. 

Each  section  and  each  job  description  is  presented  as  a separate  unit  and  may  he  reproduced 
( with  the  corresponding  Tables  of  Organization)  for  use  by  appropriate  organizational  elements 


i 


4<) 


rHiiCilDIzD  tLAHK-UOT  /IL-tiD 


1 


reception/care  services 

COUNTY  LEVEL 

( Coiuntund  Stnu  liirc) 


rRiCiiDIi-C  i»A5ii  tLAIK-lWT  fILWiD 


Tables  of  Organii!ation 
Section  A 


Reception/Care  Job  Description 
County  Level  Command 


Personnel  Position  No.  1 

COUNTY  RECEPTION/CARE  COORDINATOR 


a.  Directs  overall  planning,  readiness  and  operation  of  Reception  and  Care  Services  in 
the  County. 

h.  Coordinates  planning,  preparatory,  and  operational  measures  with; 

( 1 ) The  County  Civil  Preparedness  Coordinator. 

(2)  Other  County  Emergency  Services. 

(3)  County  (risk  area)  Reception  and  Care  Services. 

(4)  State-level  Reception  and  Care  Services. 

c.  Develops  plans  for  support  by  the  American  National  Red  Cross,  the  Salvation  Army, 

public  and  private  schools,  churches,  community  service  organizations,  and  other  welfare- 
related  organizations  and  groups. 


53 


Tables  of  Qrgani/.ation 
Sections  A through  J 


ReeeiUion/C'are  Job  Deseri|Uion 
('ounty  Level  ('ominand 


Personnel  Position  No.  2 


DEPUTY  RECEPTION/CARE  COORDINATOR: 
WELFARE-SHELTER  OPERATIONS 


a.  Assists  the  Coordinator,  Reception  and  Care  Services,  to  discharge  his  responsibilitic', 
and  acts  as  the  coordinator  in  the  absence  or  incapacity  of  that  officer. 

b.  Acts  for  the  Coordinator  in  planning  and  directing  preparedness  measures  for  welfare 
shelter  operations. 

c.  Provides  direction  and  coordinates  the  functions  of  the  Assistant  Coordinators  for: 

(1)  Registration  and  Information. 

(2)  Lodging  and  Shelter. 

(3)  Feeding. 

(4)  Personal  Services  and  Clothing. 

(5)  Special  Services. 

d.  Provides  technical  guidance  and  operational  support  to  the  Managers  of  Reception  Caie 
Districts  and  their  Supervisors  for  Registration  ami  Information,  Lodging  and  Sheltei 
Feeding,  Personal  Services  and  Clothing,  and  Special  Services. 

e.  Acts  for  the  Coordinator  in  the  planning  and  execution  of  welfare-shelter  support  me.iMiii  . 
by: 

( 1 ) Resource  and  Supply  Service. 

( 2)  Public  Safety  Service. 

(3)  Health  and  Medical  Service 

(4)  Fire  and  Rescue  Service. 

(5)  ('ommunications  Staff. 

(b)  Intelligence/Assessment  Staff. 

(7)  Warning  Staff. 

(8)  Railiological  Defense  Staff. 

I‘))  Public  Information  Staff, 


.‘14 


t ables  ot  Organi/atioii 
Section  A 


Reception/Care  Job  Description 
County  Level  Command 


Personnel  Position  No.  3 

DLPUTY  RECL1>T10N;CARE  COORDINATOR; 
RECEPTION  CENTERS-REST  AREAS 


a.  Assists  the  Coordinator.  Reception  and  Care  Services  to  Discharge  his  responsibdities. 

b.  .Acts  as  the  Coordinator  in  the  absence  or  incapacity  ot  both  the  Coordinator  and  tlie 
Deputy  Coordinator  for  VVeltare-Slielter  Operations. 

c.  Acts  for  the  Coordinator  in  planning  and  directing  Reception  and  Care  responsibilities 
and  functions  at  Reception  Centers  and  Rest  Areas. 

d.  Coordinates  Reception  and  Care  functions  at  the  Reception  Centers  and  Rest  Areas 
with  other  Emergency  Services. 

c.  Provides  direction  and  support  to  Assistant  Coordinators  in  charge  of  Reception  and 
Care  operations  at  designateil  Reception  Centers  and  Rest  Areas. 


Tables  of  Orgaiii/atioii 
Sections  A.  1 


Keceptioii/C'are  Job  iJescnption 
County  Level  Coniinarul 
Shelter  Planninj!  aiui  Allocation 


Personnel  Position  No.  4 

DIRECTOR:  SHELTER  PLANNING  AND  ALLOCATION 


a.  Assists  the  Coordinator,  Reception  and  Care  Services,  in  all  matters  relaiini:  to  Sbeltci 
Planning  and  Allocation,  including: 

( 1 ) Assignment  of  shelter  spaces. 

(2)  Development  of  expedient  shelter. 

(3)  Procurement  and  placement  of  shelter  equipment  and  supplies. 

(4)  Placement  and  training  of  Shelter  Managers  and  other  shelter  staff. 

b.  Assists  the  Coordinator,  Rece|dion  and  Care  Services,  in  the  planning  and  execution 
of  shelter  support  measures  by: 

( 1 ) Resource  and  Supply  Service. 

(2)  Health  and  Medical  Service. 

(3)  Public  Safety  Service. 

(4)  Tire  and  Rescue  Service. 

c Provides  direction  and  coordinates  the  functions  of  the  Assistant  Directors  ol'  Sheltci 
Assignment,  Txpedient  Shelter.  Ecpiipment  and  Supplies,  and  Shelter  Management 

il.  Provides  technical  guidance  and  assistance  to  the  Deputy  Director  ot  Shelter  Planning 
and  Allocation  at  the  Division  level. 


lulilo.s  ol  l)rg;ini/alion 
Sections  A,  J 


Reccptioa/('arc  Joli  iJcsc riiMioii 
C’ounty  Level  C'oinmaiii.1 
Auxiliary  Services 


Personnel  Position  No.  5 
DIRECTOR:  AUXILIARY  SERVICES 


a.  .Assists  tile  Coordinator,  Reception  and  Care  Services,  in  the  planning  and  provision  ol 
essential  auxiliary  services  necessary  tv)  assure  personal  adjustments  aiul  the  maintenance 
ol'  morale  under  extreme  emergency  cotulittv'iis,  including: 

( I ) Emergency  orientation  and  survival  training  'or  evacuee  and  resilient 
populations. 

(2)  lirst-aid  and  medical  selt-help. 

(2)  Religious  services  and  spiritual  counsi-hng. 

|4)  Entertainment,  games,  and  other  recreational  activities. 

b.  Assists  the  Coordinator.  Reception  and  Care  Services,  in  joint  ]ilannmg  and  execution 
of  survival  C(.Iuculion  and  iruining  with 

( 1 ) Health  and  .Medical  Service. 

(2)  Eire  and  Rescue  Service. 

I.U  Public  Safety  Service. 

(4)  Radiological  Defense  Staff. 

c.  Proviiles  direction  and  cootilmates  the  lunctionsot  the  .Assistant  Diicctorsol  I’liblk 
Education  and  Pr.iining,  Religious  Affairs,  and  Recreation. 

d Provides  technical  guidance  and  assistance  to  the  Deputv  Directorsot  .Aiixili.iiv  Scums 
.It  the  Division  level. 


I'abk's  of  Orj;ani/atit)n 
Sections  A,  1) 


Kcccption/Carc  Joh  Description 
County  Level  Command 
Lodging-Siielter  Service 


I’ersonnel  Position  No.  6 

ASSISTANT  COORDINATOR:  LOD(;iNG-SHELTER 

a.  Assists  the  Deputy  Reception  and  Care  Coordinator  for  Welfare-Shelter  Operations  to 
discharge  his  responsibilities,  and  acts  as  the  Deputy  in  the  absence  or  incapacity  of 
that  officer, 

b.  Acts  for  the  Deputy  Reception/C'are  Coordinator  in  all  matters  relating  to  the  overall 
planning,  readiness,  aiu!  provision  of  lodging  and  shelter  protection  throughout  the 
C'ounty,  including  development  of  plans  in  areas  of  mutual  concern,  with: 

( 1 ) Resource  and  Supply  Service. 

(2)  Health  and  Medical  Service. 

I.D  Public  Safety  Service. 

(4)  Eire  anil  Rescue  Service. 
t5)  Radiological  Defense  Staff. 

c.  Coorilinates  planning  at  the  County  level  with 

( 1 ) Director  of  Shelter  Planning  and  Allocation. 

(2)  Assistant  Director  for  Shelter  Assignment 
(,D  Assistant  Director  for  Expedient  Shelter. 

(4)  Assistant  Director  for  Shelter  E'quiinnent  and  Supplies. 

I 5)  Assistant  Director  for  Shelter  Management. 

d.  Coordinates  with  the  Assistant  Coordinator  for  Registration  and  Information,  the 
Assistant  Coordinator  for  Eeeding.  the  Assistant  Coordinator  for  Special  Services,  and 
the  Assistant  Coordinator  for  Personal  Services  Clothing,  respectively,  those  pl.ins  .ind 
actions  necessary  to  assure  support  for  all  Lodging-Shelter  responsibilities  and  t unctions 
carried  on  in  the  Reception  and  Care  Districts. 

e Under  the  Supervision  of  the  Deputy  Reception  Care  Coordinator  for  Welfare-Shelter 
Operations,  provides  teehnical  guid.inee  and  assistance  and  operational  support,  in 
aecordance  with  organi/ational  and  oper.itional  requirements,  to  the 

I 1 I Deputy  Reeeirlion  and  Care  ( oordin.itors  tor  the  Divisions  .ind  I'r 
their  .Assistant  Coordm.itors  tor  Reception  and  C.ire  Districts 
I 2)  Managers  of  Reception  .ind  C.ire  Districts  .irul  or  their  supervisors 
ol  Lodging  and  Shelter. 


sk 


Rcccption/Carc  Job  Description 
County  l.evd  Coinmaiui 
F-eeding  Service 

Personnel  Position  No.  7 
ASSISTANT  COORDINATOR:  FEEDING 

a.  .A.ssists  the  Deputy  Reception  and  Care  Coordinator  for  Welfare-Shelter  Operations 
to  discharge  his  responsibilities. 

b.  Acts  as  the  Deputy  Reception/Care  Coordinator  for  Welfare-Shelter  Operations  in  the 
absence  or  ineapacity  of  that  offieer  and  the  absence  or  incapacity  of  both  the  .Assisiant 
Coordinator  for  Lodging-Shelter  and  the  Assistant  C'oordinator  for  Registration  and 
Information. 

e.  Acts  tor  the  Deputy  Reeeption/Care  Coordinator  in  all  matters  relating  to  overall 

planning  readiness,  and  provision  of  emergency  feeding  services,  throughout  the  Counlv 
ineluding  development  ot  plans  in  areas  of  mutual  concern  with: 

( 1 ) Resource  and  Supply  Service. 

(2)  Health  and  Medical  Service. 

(.D  Public  Safety  Service. 

(4)  F ire  and  Rescue  .Service 

d.  Coordinates  with  the  Assistant  Coordinator  for  Registration  and  Information,  the 
■Assistant  Coordinator  for  Loitging-Shelter.  the  Assistant  Coordinator  fi'r  Special  Scicices. 
aiul  the  .Assistant  Co(>rdmator  for  Personal  Services/Clothing,  respectively,  those  pl.iiis  and 
actions  necessary  to  assure  support  for  all  I mergenev  F eeding  responsibilities  and  Iuik  lions 
earrieil  on  in  the  Reception  and  C.ire  Districts. 

e.  Cnder  the  supervision  ot  tiie  Deputy  Reception'Care  Coordinator  for  W eltare  Shcliei 
Operations,  provides  technical  guidance  ami  assistance  and  operation.il  support,  m 
accordance  with  organi/ational  and  operational  reiiuirements.  to  the 

( I ) Deputy  Reception  and  C.ire  Coordinator  tor  Reception  Centers  Rest  .Aie.is  .md  oi 
his 

(a)  Assistant  Coorilmator  tor  Reception  Centers 
(b>  Assist.int  Coordinator  tor  Rest  Areas. 

(2)  Deputy  Reception  and  Care  Coordinators  for  the  Divisions  aiuLoi  then  .Assistant 
Coordinators  lor  Reception  and  Care  Districts. 

( -D  Managers  ot  Reception  and  C.ire  Districts  and/or  llieir  Supervisors  ot  feeding 


Tables  of  Organization 
Sections  A,  F 


Reception/C'are  Job  Desci ipinai 
County  l.evel  C'ommaiul 
Registration  ami  Inlorniaiioii 
Service 


Personnel  Position  No.  8 

ASSISTANT  COORDINATOR: 
REGISTRATION  AND  INFORMATION 


a.  Assists  the  Deputy  Reception  and  Care  Coordinator  for  Welfare-Shelter  Operations  m 
discharging  liis  responsibilities. 

b.  Acts  as  the  Deputy  Reception/Care  Coordinator  for  W'elfarc'-Shelter  Operations  in  the 
absence  or  incapacity  of  both  that  officer  and  the  Assistant  Coordinator  for  Lodging  and 
Shelter. 

c.  Acts  for  the  Deputy  Reception/Care  Coordinator  in  all  matters  relating  to  the  overall 
planning,  readiness,  and  provision  of  registration,  information,  referral,  and  imiuiiv 
services  throughout  the  county,  including  development  of  plans  in  areas  ot  mutual 
concern,  with: 

(1)  Command  and  Control. 

(2)  Public  Information  Staff. 

(3)  Communications  Staff. 

(4)  Health  and  Medical  Service. 

(.S)  Public  Safety  Service. 

(b)  Fire  and  Rescue  Service. 

1 7)  Resource  and  Supply  Service. 

d Coordinates  with  the  Assistant  Coordinator  for  L'eeding,  the  Assistant  Coonlm.itoi  loi 
Lodging-Shelter,  the  Assistant  Coordinator  for  Special  Services,  and  the  Assistant  ( oouli 
nator  for  Personal  Services/Clothing,  respectively,  those  plans  ami  actions  necessarv  to 
assure  support  for  all  Registration  and  Information  responsibilities  ami  luiu  turns  c.iined 
on  ill  the  Reception  and  C'are  Districts. 

e.  Uiiiler  the  supervision  of  the  Deputy  Reception/Care  Coordinator  foi  Welf.iie-Slieltei 

Operations,  proviiles  technical  guidance  and  assistance  and  operation  support,  in  .iccoid.iiue 
with  organizational  and  operational  re(|uiremenls,  to  the: 

( I ) Deputy  Reception  anil  Care  Coordinator  for  Reception  Ceiiters-Rest  .Are,is 
and/or  his: 

(,i)  Assistant  Coordinators  for  Reception  Centers. 

(b)  Assistant  Coordinators  for  Rest  Areas 


f.O 
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(2)  iX-puty  Reception  and  Care  Coordinators  for  the  Divisions  and/or  their 
Assistant  Coordinators  for  Reception  and  Care  Districts. 

(3)  Managers  of  Reception  and  Care  Districts  and/or  their  Su|ier\isors  of 
Registration  and  Information. 


hi 


Tables  ul  Orpani/ation 
Sections  A,  Ci 


Reception  ('are  Job  Dcsiiipiion 
County  l.evel  C oniinaiul 
Special  Ser\  ices 


Personnel  P*)sition  No.  9 

ASSISTANT  COORDIN  ATOR  SPECIAL  SERVICES 


a.  .Assists  the  Deputy  Reception  ami  Care  Coonlinator  Tor  Wellare-.Slielter  Oper.'tions  to 
ilischartre  his  responsibilities. 

b Acts  tor  the  Deputy  Reception/Care  Coonlinator  in  all  matters  relating  to  the  oveiall 
planning,  readiness,  and  provision  ot  emergency  Tmancial  assistance,  individual  and 
taniily  guidance  and  counseling,  and  the  care  ot  special  groups  throughout  the  couniv. 
including  development  ot  plans  in  areas  of  mutual  concern,  with 

( 1 ) Health  and  Medical  Service. 

(2)  Resource  and  Supply  Service. 

(3)  Tire  and  Rescue  Service. 

(4)  J’nblic  Safety  Service. 

> Coordinates  with  the  Assistant  Coordinator  for  Registiation  and  Intormation.  the 

Assistant  Coordinator  for  l.odging-Shelter.  the  Assistant  (ovirdinator  for  Teeding  .iiid 
the  .Assistant  Coonlinator  for  Personal  Services/Clothmg,  respectively,  those  pi. ins  and 
.ictions  necessary  to  assure  support  for  all  Special  Services  responsibilities  and  luiutions 
c.irried  on  in  the  Reception  and  ( are  Districts. 

d.  Under  the  supervision  of  the  Deputy  Reception/Care  Coonlinator  for  H clfare  Sheltci 
Operations,  provides  technical  guidance  ami  assistance  ami  I'perational  suppoii,  m 
•iccordance  with  organizational  and  operational  requirements,  to  the 

( I ) Deputy  Reception  ami  Care  ( oordinatm  for  Reception  Centers-Rest  Are.is  .iml  n 
his. 

(a)  Assistant  Coordinatrrrs  for  Reception  Centers 

(b)  Assistant  Coordinators  for  Rest  .Areas. 

(2)  Deputy  Reception  ami  Care  Coordinators  (in  the  Divisions  ,md  r'r  their  Assist. ml 
Coimlinators  for  Reception  .nul  C.ire  Districts. 

13)  Managers  ot  Reception  and  Care  Districts  and, or  their  Supemsots  of  Spcsi.il 
Services. 
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l.ihics  ot Organization 
Sections  A,  Cl 


Reception/C'are  Joh  Dcsciiplion 
County  Level  Coniniaiui 
Personal  Services/Clolliing 


Personnel  Position  No.  1 0 

ASSISTANT  COORDINATOR: 
PERSONAL  SERVICES/CLOTHING 


a.  Assists  the  Deputy  Reception  ami  C'are  Coordinator  for  Welfare-Shelter  Operations  to 
discharge  his  re.sponsibilities. 

b Acts  for  the  Deputy  Reception/Care  C'oordinator  in  all  matters  relating  to  the  overall 
planning,  readiness,  ami  provision  of  personal  care  services,  clothing,  laundry  and 
cleaning  services,  and  the  care  of  pets  throughout  the  county  including  developineni 
of  plans  in  areas  of  mutual  concern  with: 

( 1 ) Resource  and  Supply  Service. 

(2)  Health  and  Medical  Service. 

(.1)  Lire  and  Rescue  Service. 

(4)  Public  Safety  Service. 

c.  Coordinates  with  the  Assistant  C’oordinator  for  Registration  and  Information,  the 

Assistant  C'oordinator  for  Lodging-Shelter,  the  Assistant  Coonlinator  for  l eeding.  ,iml 
the  .Assistant  CvHirdinator  for  Special  Services,  respectively,  those  plans  .and  actions 
necessary  to  a.ssiire  support  for  all  I’ersonal  Services/Clothing  responsibilities  ami  lunclions 
carried  on  in  the  Reception  and  Care  Districts. 

d Under  the  supervision  of  the  Deputy  Reception/Care  Coordinatoi  for  Wellare-Shellci 
Operations,  proviiles  technical  guidance  and  assistance  and  operational  su['poil,  m 
accordance  with  organizational  and  operational  requirements,  to  the 

( 1 ) Deputy  Reception  and  Care  Coordinator  IVir  Reception  C'enters-Rest  .Arms  and  oi 
his: 

(a  I Assistant  Coordinators  for  Reception  Centers. 

(b)  Assistant  Coordinators  for  Rest  Areas. 

(2)  De[Uity  Reception  and  Care  Coordin.itors  for  the  Divisions  and/or  their 
Assistant  Coordinators  for  Reception  and  ('.ire  Districts. 

t.D  Managers  of  Reception  and  Care  Districts  ami  or  their  Super\is(>is  ol 
I’ersonal  Services/Cloth  mg 


. j 


latiK-s  ot  Orj;aiu/..itioii 
Section  A 


ReLcpiion/Care  Jol>  1 le.v. iii'iion 
Comity  Level  Coiniiiaik! 


Hepionnel  Position  No.  1 1 

ASSIST  AN  I COORDINATOR; 

Rl  CLH  ION  CLN H R REST  AREA* 


a Is  responsihle,  tliront:li  the  I.)eputy  Reception, Care  Coordinator  tor  Reception  CVnleic 
Rest  .Areas,  to  the  County  Coordinator  of  Reception  and  Care  Services  tor  the  ore.im 
/.ation,  readiness,  and  operation  ot  his  assigned  Reception  Center-Rest  Area 

h.  Upon  an  Olticiiil  Order  lor  crisis  relocation,  initiates  the  organi/ation  and  adiv.iis  ■ ■ 
liis  assigned  facility. 

I Under  the  supervision  ot  the  Deputy  Recejition/Care  ('ivordmator.  Reception  Centei' 
Rest  Areas,  this  official: 

( 1 ) In  cooperation  with  the  County  Direction  and  Control  statf: 

(a)  I’roviiles  for  Receptivm, ( are  conininnication  reviuirements  at  the  Reception 
(’enter-Rest  Area. 

(h)  (')anfies  official  government  emergency  jHilicies,  olijectives.  and  procedmes 
governing  the  movement  .nul  processing  of  ev.icuees  assigned  to  v'r  pasong 
through  the  Host  County 

(c)  Provides  for  dis.semination  of  essential  authorized  public  miormatioii  .md 
instructions  to  evacuees  who  are  directed  by  his  Center  to  l.odemg  Sei  lion- 
within  tlie  County  and  to  transient  relocatees  enroute  to  other  host 
counties. 

(2)  Coordinates,  with  the  Deputy  Reception/Care  Coordinator  toi  Weltare-Shelti  i 

Operations,  those  actions  necessary  to  secure  advisory  and  operational  snpnoit 

trom: 

(a)  'i'he  Public  Salety  Service  m providing  emergency  mtorm.ition  and  instiiK 
tions  to  evacuees,  in  directing  amt  controlling  tratlie.  m providing  I'.iikme 
facilities,  and  m maint.nnmg  police  surveillance. 

(b)  l lie  l ire  and  Rescue  Service  in  estaldishing  and  m.imtammg  file  s,itei\ 
standards. 

(c)  I'he  Resource  .md  Supply  Service,  as  necessary,  m locating  .nul  cousin.,  img 
temporary  s.imtary  aiul  other  emetgeney  l.icililies,  m providing  w.ii.  i ,nui 
lood  supi'hes,  in  providing  power  ,md  liiel,  .nul  m ilisposmg  ot  j'.nb.i! . i 
other  vv.isle  m.il ter 

* I he  lesponsiliilily  iil  .i  given  Keceplioii  l entei  iii.iv  tie  liiiiiled  In  die  (>rin.esMiig  nl  ev.i.  i.  ..  . 

In  (lie  Re.  epti.'ii  .mil  ( .ire  DisUul  nr  Dulncl-.  uliuli  il  serves  ni.  in  jil.lilinn.  il  ni.iy  I'e  lesp.'iisiM;  i 
viUiiig  ennitorl  l.ieililies  .nut  resi  servK  es  tor  eviienees  enmiile  In  nlliei  innsiiK  linns  sen  Inn  d.e  I Insi  i ..  i 
ni  In  nlliei  linsi  eniinlies  .\ienuliilg.lv . die  Assisl.ml  ( nnrslin.ilni  vs  ill  .ul.ipl  Ins  nig.nu/.i'inii  .n,.l  . n.  i ' 

In  die  spesilie  Innellnii  nr  Innelinns  .issigne.l  I.'  Ins  l.isilils 
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(d)  1 lie  Healtii  and  Medical  Service  in  estahlisliing  and  maintaining  health 

and  sanitation  standards,  and  in  assigning  first-aid  and  medical  and  nursing 
personnel  (as  deemed  necessary)  for  cursory  examinations  of  evacuees  and 
the  provision  of  emergency  medical  serv  ices. 

(3)  Coordinates  with  the  Assistant  Manager  for  Operational  Liaison  of  the  Reception 
and  Care  District  (within  which  the  Reception  Center-Rest  Area  is  situated)  to 
secure  needed  preparedness  and  operational  support  from  the  Reception  and  Care 
Services  within  the  County.  Cooperates  with: 

(a)  The  [-mergency  Feeding  Service  in  organizing  and  operating  one  or  more 
fixed  and/or  mobile  feeding  units  at  the  Reception  Center-Rest  Area  to 
provide  canteen  or  other  feeding  services,  as  required,  for  transient  relocatees 
and  emergency  workers. 

(b)  The  Registration  and  Information  Service  in  organizing  and  operating  an 
Information  and  Referral  Unit  to  provide  essential  information  and  instruc- 
tions to  transient  relocatees  and  to  evacuees  routed  to  Lodging  Sections 
within  the  Reception/Care  Districts  served  by  the  Center 

(c)  The  Special  Services  in  staffing  a Special  Service  Lniergency  Unit  at  the 
Reeeption  Center-Rest  Area  to  provide  guidance  and  other  individualized 
emergency  assistance,  as  needed,  for  individuals,  families,  and  special  care 
groups  with  acute  physical  or  emotional  problems  and/or  critical  emergency 
needs. 

d.  Upon  authorization  of  the  return  movement,  reactivates  the  facility  to  the  extent  required 
to  provide  comfort  and  other  necessary  emergency  services  for  evacuees  transiting  the 
County  on  their  return  to  home  jurisdictions;  and.  commensurate  with  actions  taken 
during  the  evacuation  movement,  remstitutes  cc'ordination  aiul  support  measuies.  as 
necessary,  with: 

( 1 ) Direction  and  Control. 

(2)  Public  Safety  Service. 

(3)  Lire  and  Rescue  Service. 

(4)  Resouree  and  Supply  Service 
(5>  Health  and  Meilical  Service. 

(b  Laiiergency  Feeiling  Service. 

(7)  Registration  and  Information  Service 

(8)  S|iecial  Services. 

e.  Oincially  terminates  operation  of  the  Reception  Center  Rest  Area,  following  the  return 
movement,  aiul  submits  accvniiiting  and  operatioii.il  reporls  |(i  the  Deputv  Reception  ( ,ue 
Coonlinator  for  Reception  Centers  Rest  .Areas  .iiul  'or  to  the  Countv  Coordinator  Recep- 
tion anil  Care  Services 

It  is  llie  rcspnnw'hlily  ol  die  l<  C Disinel  (viilliiii  winch  die  Keceplicii  ( eiilei  Kesi  .\ie.i  is  loe.ileili  .iiii! 

Its  respeelive  Reeeplioii/Carc  Seivices  aiul  .ulmmislralive  ol  fici.iK  lo  equip  aiul  slall  the  Keceplum  ( enlei  Kesi 

Aiea  ami  In  nblaiii.  as  iieedeil.  hai  k iqi  assislaiiee  linm  ndiei  Disliuls  seived  In  the  Ceiilei  .iiul  ni  liniii  ndiei 

Dislnels  wilhlii  the  Cniinlv  li.iviiig  availahle  lesoiiices 

b.S 


1 ahlos  of  Organi/ation 
Sci-  tioii  A 


Kocoption 'Care  Job  Description 
t'oiiiity  Level  Coiiiiiiaiui 


Personnel  Position  No.  I 2 
ASSISTANT  COORDINATOR;  RtST  ARLA* 


a.  Is  responsible,  through  the  Deputy  Reeeption/Care  Coordinator  lor  Reception  Centei  s 
Rest  Areas,  to  the  County  Coordinator  of  Reception  and  Care  Services  for  the  orgaiii/a 
tion,  readiness,  and  operation  of  his  assigned  Rest  Area. 

b.  Upon  an  Official  Order  for  crisis  relocation,  initiates  the  organization  and  avtivalmn  ol 
his  assigned  facility. 


c.  Under  the  supervision  of  the  Deputy  Reception/Care  Coorrlinalor  for  Reception  Centeiv 

Rest  .Areas,  this  official: 

(1)  In  cooperation  with  the  County  Direction  and  Control  stall': 

(a)  Provides  for  Reception/Care  coniinunication  requirements  at  the  Reception 
Center-Rest  Area. 

lb)  Clarifies  official  government  emergency  policies,  obiectives.  and  proceduus 
governing  the  movement  of  evacuees  passing  through  the  Host  Couniv. 

(c)  Provides  for  ilissemination  of  essential  authorized  public  mforinalion 
and  instructions  to  transient  relocatees  served  by  ihe  Rest  Area. 

(2)  Coordinates  with  the  Deputy  Reception Care  ('ooialmalor  for  Welfare-.Sheltei 

Operations  those  actions  necessary  to  secure  advisory  and  operational  siipi'oii  lium 

(a)  The  Public  Safety  Service  in  directing  and  controlling  tralUc,  providing 
parking  space,  maintaining  police  surveillance,  and  pnividing  emeigenev 
intbrmation  and  direction  to  evacuees. 

(b)  Lhe  Lire  and  Rescue  Service  m establishing  and  maint. lining  fire  safety 
stand  ards. 

(c)  l he  Resource  and  Supply  Service,  as  necessary,  in  locating  aiul  constriu  Ime 
tem|rorar\'  sanitary  and  other  emergency  facilities,  in  providing  water  and 
food  supplies,  in  providing  power  aiul  fuel,  and  m disposing  of  gaib.ige  ,mu 
other  waste  matter. 

(d)  The  Health  aiul  .Medical  Service  in  establishing  ,md  maint.unmg  health  ind 
sanitation  staiulards,  and  m assigning  lirsl-.iid  and  medic.il  and  niit'me  pei 
si'iinel,  as  deemeil  necessary',  lor  cursory  evammations  ol  ev.uiices  ,ind  ihr 
provision  ol  emergency  medical  services. 

(,J|  (ooulinates  with  the  Assistant  Manager  for  Operational  I i.iisv'ii  tot  the  Reception 

aiul  ('are  District  witliin  which  Ihe  Rest  Aica  issitu.iled)  to  secure  needed  pic|  ■ustn 

flic  pnniary  rcspnnsilulily  ol  ,i  Rest  Area  is  to  iirovule  comtoil  .nut  lesi  l.n iliiies  iml  seivKo  i.o 
liaiisieiil  evacuees  eiiiniile  to  ilisl.uil  |>oiiils  williin  llie  same  host  coimlv  or  lo  oilier  frost  louulies 


()(i 
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and  operational  support  from  tlie  ReLcption  and  Care  Scrsices  witliin  tlic  C'ounly.* 

I Cooperates  with: 

(a)  rite  I'lnergeney  I'eeding  Serviee  in  organi/ing  and  operating  one  or  more 
lixed  and/or  mobile  feeding  units  at  the  Rest  Area  to  provide  canteen  or 

, feeiling  services,  as  required,  for  transient  relocatees  and  emergency  workers. 

(b)  The  Registration  and  Information  Service  in  organi/itig  and  operating  an 

, Information  Center  in  the  Rest  Area  to  provide  official  information  and 

instructions  for  transient  evacuees. 

(c)  The  Special  Services  in  staffing  a Special  Services  limergency  Unit  at  the 
Rest  Area  to  provide  guidance  and  other  individualized  emergency  assistance, 
as  needed,  for  transient  individuals,  families  and  special  care  groups  with 
acute  physical  or  emotional  problems  and/or  critical  emergency  needs. 

d.  Upon  authorization  of  the  return  movement,  reactivates  the  facility  to  provide  comlori 
and  other  necessary  emergency  services  for  evacuees  transiting  the  County  on  their  letimi 
to  home  jurisdictions  and  commensurate  with  actions  taken  during  the  evacuation  move- 
ment reinstitutes  coordination  and  support  measures,  as  necessary,  with; 

( 1 ) Direction  and  ('ontrol. 

(2)  Public  Safety  .Services. 

I (,D  Fire  and  Rescue  Service. 

' (4)  Resource  and  Supply  Service. 

(5)  Health  and  Medical  Service. 

(6)  Fmergency  Feeding  Service. 

(7)  Registration  and  Information  Service. 

(8)  Special  Services. 

e Otficially  terminates  operation  of  the  Rest  Area,  following  the  return  movement,  ami 
! submits  accounting  and  operational  reports  to  the  Deputy  ReceptiomCare  Coordin.itor 

for  Reception  ('enters-Rest  Areas  and/or  to  the  County  Coordinator:  Reception  and 
1 Care  Services. 


i 


i 


♦ 

tl  IS  the  respoiisihiiily  of  llic  K/C  Dislrict  (within  wtiicli  the  Kest  Area  is  loeateJl  .nut  its  lespe.tne 
Keeeption/r.ire  .Services  ami  ailiniiiistrative  officials  to  eipiip  aiul  stafl  the  Kest  Aie.i  ami  to  oln.iitt.  as  nceileil. 
hack-tip  assistance  Iront  other  Districts  within  the  County  litiving  availahle  tesoutces 


(.7 


rubles  of  Organizutioti 
Seetions  A,  1 


Reeeption/Cure  Job  l)e^enpllo^ 
County  I.evel  (\)minutul 
Shelter  Planning  and  Alloeaiu)n 


Personnel  Position  No.  13 


ASSISTANT  DIRECTOR:  SHELTER  ASSIGNMENT 


a.  Assists  the  Director,  Shelter  Planning  and  Allocation,  in  discharging  his  responsibdilies 
and  acts  as  the  Director  in  the  absence  or  incapacity  of  that  official. 

b.  Acts  for  the  Director  in  all  matters  relating  to  the  allocation  and  assignment  of  sheltei 
spaces,  including  adjustments  in  Community  Shelter  Plans  (CSPs)  necessary  to  assure 
equitable  assignment  of  shelter  to  both  the  resident  and  the  evacuee  populations. 

c.  Coordinates  requirements  for  shelter  space  with  the  Assistant  Director  for  pApeilienl 
Shelter  and  the  Assistant  Director  for  Equipment  and  Supplies  to  assure  adequate 
shelter  facilities  for  residents  and  evacuees. 

d.  Coordinates  plans  for  the  allocation  and  assignment  of  shelter  spaces  with  the  Assistant 
Director  tor  Shelter  Management  to  assist  in  the  determination  ol  personnel  requirements 
for  shelter  operations  and  the  designation  and  training  ot  staff. 

e Under  the  supervision  of  the  Director,  Shelter  Planning  and  Allocation,  provides  teclime,il 
guidance  and  a.ssistance  in  accordance  with  organizational  and  operational  reciuirements 
to  the; 


( 1 ) Deputy  Reception  and  Care  Coordinator  for  Welfare-Shelter  Operations 

(2)  Deputy  Reception  and  Care  Coordinators  for  the  Divisions  and  for  their 

(a)  Deputy  Directors  for  Shelter  Planning  and  Allocation. 

(b)  Assistant  R/(’  Coordinators  for  Reception  and  ('are  Districts. 

(3)  Managers  of  Reception  aiul  Care  Districts  and/or  their: 

(a)  Supervisors  of  l.odging  and  Shelter. 

(b)  Supervisors  of  Special  Services. 


Fables  of  Orgaiii/ation 
Sections  A,  I 


Reeeption/Care  Job  DeseniUion 
County  Level  CoininaiKi 
Shelter  I’lanning  and  Mloeation 


Personnel  Position  No.  14 

ASSISTANT  DIKLC  FOR;  tXPl  DIENT  SHELTER 


a.  Assists  the  IJireetor,  Shelter  Planning  and  Allocation,  in  discharging  his  responsibilities. 

b.  .\cts  tor  the  Director  in  all  matters  relating  to  the  locution  and  development  of  expedient 
shelter  space,  including  the  planning  and  provision  ot  support  b\  the  Resource  and  Supply 
Service  in  ttie  construction  and  remodeling  of  shelter  facilities. 

c.  Coordinates  with  the  Assistant  Director  for  Shelter  Assignment  in  determining  rcvpiiicmeiits 
tor  expedient  shelter. 

d.  Dmler  the  supervision  of  the  Director,  Shelter  Planning  and  Allocation,  provides  technical 
guidance  and  assistance,  in  accordance  with  organi/ational  aiivl  operational  requirements, 
to  the: 

( 1 ) Deputy  Reception  and  Care  Cocirdinator  for  Welfare-Shelter  Operations 

(2)  Deputy  Reception  and  Care  Coordinators  for  the  Divisions,  and, or  their 

(a)  Deputy  Directors  for  Shelter  Planning  and  Allocation. 

(b)  .Assistant  R C Coordinatiirs  for  Reception  and  ('are  Districts. 

^^)  Managers  ol  Reception  and  C.ire  Districts  and  'or  their; 

(a)  Supervisors  of  F.oiiging  and  Shelter. 

(b)  Supervisors  ot  Special  Services. 


I. 


P'l 


labk's  ol  Orguni/ation 
Sections  A,  1 


Reception  Caro  Job  Dooiipiiou 
County  Level  {’omiiiaml 
Slielter  rianniny  ami  AHoealn'ii 


Personnel  Position  No.  15 

ASSISTAN  1 DIKLCTOR 
SHl-LTLR  LQUIPMENT  ANIJ  SDPPLILS 

a Assists  tlie  Director.  Shelter  Planning  ami  Allocation,  in  disehaiging  his  responsibilities 

b.  Acts  for  the  Director  in  all  matters  relating  to  the  proeurement  ami  plaeeinenl  of 
shelter  equipment  ami  supplies,  inclmling  support  by  the  Resource  ami  Supply  .Service 
in  the  acquisition  ami  transport  of  essential  equipment  ami  supplies. 

c.  ( oorilinates  with  the  Assistant  Director  for  Shelter  Assignment  and  the  Assistant 
Director  for  Shelter  Management  in  determining  requirements  for  shelter  equipment 
ami  supiilies. 

d.  Umler  the  supervision  of  the  Director,  Shelter  Planning  and  Allocation,  provides  technual 
guidance  and  assistance,  in  aeeordance  with  organi/ational  and  operational  reciuiremeiits, 
to  (he; 

( 1 ) Deputy  Reception  and  Care  Coordinator  for  Weltare-Slielter  Operations, 

(2)  Deputy  Reception  ami  Care  Coordinators  for  the  Divisions,  and/or  their: 

(a)  Deputy  Directors  for  Shelter  Planning  and  Allocation. 

(ID  Assistant  R 'C  Coonlinators  lor  Reception  and  Care  Districts. 
t.D  Managers  of  Reception  and  Care  Districts  and/or  their. 

(a)  Supervisors  of  1 v'dging  and  Shelter. 

(b)  Supervisors  (vf  Special  Services. 


1 


II 


Ri‘L'i'pIioji/C';irL'  Joh  |)isuiption 
County  Ia'vcI  Coinmanil 
Slidtcr  I’lanniui:  and  Alloi.ai]un 


Pcrst)nnel  Positi<)ii  No.  16 


ASSISTANT  DlRhCTOR:  SHlvLTLR  MANAGtMtN  1 


a.  Assists  tlie  Diroi  tor,  Slieltci  I'lanning  and  AlloL'ation,  in  discliarping  lus  rcsponsdnlitK-s 

h.  Acts  as  tlic  Director  <.d' Shelter  Planning  ami  Allocation  in  the  absence  or  incapacity  ol 

both  the  Director  ol  Shelter  Planning  ami  Allocation  and  the  Assistant  Director  lor  Sheltei 
Assignment. 

c Acts  lor  the  Director  in  all  matters  relating  to  shelter  management,  the  provision  ol 
essential  shelter  services  and  activities,  and  the  recruitment,  placement,  ami  training  ol 
.Shelter  Managers  and  other  shelter  slalT,  including  the  planning  and  provision  ol  siipi'oi  t. 
as  appropriate,  by: 

( I ) The  Health  and  Medical  Service. 

I 2)  The  Public  Safety  Service. 

(d)  riie  l ire  and  Rescue  Service. 

(4)  The  Director  ol  Auxiliary  Services,  aiul  his 

(a)  Assistant  Director  for  Public  1 diication  and  I raming 

(b)  Assistant  Director  for  Religious  Affairs 

(c)  Assistant  Director  for  Recreation. 

Pile  Deinity  Rf  Coordinator  for  Welfare-Shelter  Oper.ilions.  and  his 

(a)  Assistant  Coordinator  tor  Kegistr.ition  and  Inlorimitioii. 

(b)  Assistant  Coordinator  tor  1 odgmg-Shellei 

(c)  Assistant  Coordinator  for  b'eeding. 

(dl  Assistant  Coordinator  lor  Personal  Services, Clolhmg 
let  Assist.inl  ( oordmator  loi  Special  Services 


( . |1.'  I'  |l  ,•  \ ,isi.ii:i  ( Vu-Coi  loi  Slielter  .AIliK.Kioii  limleleimiiimg  Ie.|,i/.'  n ai 

lor  slieltei  manageis  ami  olliei  shelter  stall  .iml  in  ev.iliiating  leipuienieiit'  loi  esseiiii.il 
shelter  services  and  activities 

Cooidm.ites  with  the  .Assistant  Direetoi  loi  Shelter  I ipiipmcnl  .iiul  Supplies  m ileleimmm; 
rei|iiirements  .md  procedures  lor  the  acquisition  of  essenli.d  items 

Cmler  the  siipeivision  ol  the  Dnectoi,  Shelter  Planning  and  .Alloe.itioii.  pro'  ides  le^  him  ,il 
giiid.mee  and  assist.ince.  m accordance  with  org.im/.ilional  ,iml  opeMliomil  leipiiieim-iils 
to  the 


( 1 ) Deputy  Reception  and  Cure  Coordinator  for  Welfare-Shelter  Operations. 

(2)  Deputy  Reception  and  Care  Coordinators  for  the  Divisions,  and/or  their; 

(a)  Deputy  Directors  for  Slielter  Planning  and  Allocation. 

(b)  Assistant  R/C  Coordinators  for  Reception  and  Care  Districts. 

(3)  .Managers  of  Reception  and  Care  Districts  and/or  their: 

(a)  Supervisors  of  Lodging  and  Shelter 

(b)  Supervisors  of  Special  Services. 


1. 


Tables  of  Organ i/.at  ion 
Sections  A,  J 


Personnel  Position  No.  17 

ASSISTANT  DIRtCTOR: 

PUBLIC  EDUCATION  AND  TRAINING 

a.  Assists  the  Director.  Auxiliary  Services,  to  discharge  his  responsibilities,  and  acts  as  the 
Director  in  the  absence  or  incapacity  of  that  officer. 

b.  Acts  for  the  Director  in  all  matters  relating  to  eitiergency  orientatioti,  first-aid  aiul  medic.il 
self-help,  and  other  essential  survival  training  for  evacuee  and  resident  I'opidations,  including 
Iilanning  and  instructional  assistance,  as  appropriate,  by; 

( 1 ) The  Health  and  Medical  Service. 

(2)  rite  Fire  and  Rescue  Service. 

(3)  rite  Railiologica)  Defense  Staff. 

c.  Coordinates  emergency  orientation  and  survival  training  reipiirements  and  plans  with  the 
Assistant  Director  for  Religious  Affairs  ami  tiie  Assistant  Director  for  Recreation  to 
assure  itiutual  support  and  tnaximum  utilization  of  available  time  and  facilities. 

d.  finder  the  supervision  of  the  Director,  Auxiliary  Services,  proviiles  technical  guulancc  ,md 
assistance.  In  accorilance  with  orgatiizational  and  operativmal  rciiuiremeitts,  to  the 

( 1 ) Deputy  Reception  and  ('are  (’oordinator  for  Welfare-Shelter  Opetations. 

(2)  Deputy  Reception  and  Care  Cvtordinators  for  the  Divisions  anvl  for  their. 

(a)  Deputy  Directors  for  Auxiliary  Services. 

(b)  Assistant  R,'C  ('oorilitiators  for  Reception  and  Care  Districts 

(3)  .Managers  of  Reception  and  ('are  Districts  and/or  their. 

(a)  Assistant  Managers  for  Operational  Liaison. 

(b)  Su[iervisors  for  Special  Sendees. 

(c)  Supervisors  for  Lodging  and  Shelter 


Reception/Care  Job  Descrii'tion 
County  Level  ('ommand 
Auxiliary  Services 


L 


l abU's  of  ()ii;;mi/ation 
Sections  A,  J 


Keeeplion  ( aie  Job  Desviiplion 
C'oimt\  Level  Coininaiul 
Auxiliarv  Services 


Personnel  Position  No.  18 

ASSISTANT  DIRIC  TOR:  Rl  LKilOUS  AFTAIRS 


a.  .Assists  the  Director,  Auxiliary  Sen  ices,  to  diseliaree  Ins  responsibilities. 

b.  .Acts  as  the  Director  of  .Auxiliary  Services  in  the  absence  or  incapacity  ol  both  the  Directoi 
of  .Auxiliary  Services  aiul  the  Assistant  Director  for  Public  I diication  and  I rainine 

c.  Acts  for  the  Director  in  all  matters  relating  to  the  conduct  ol  religious  services  and  the 
provision  of  spiritual  counseling  for  evacuees  and.  as  circumstances  reiiuiie.  t or  residents, 
including  plans  for  the  utili/ation  of  personnel,  eijuipmenl.  aiul  lacihlies  ol  lehgious 
organi/ations  anil  groups. 

il.  Coordinates  emergency  rei|uirements  and  pl.ins  lor  religious  services  and  spirilual  conn 
selmg  with  the  Assistant  Directoi  for  Public  I duc.ition  and  I ramingand  the  .Assistant 
Director  for  Recreation  to  assure  mutual  support  and  maximum  utili/.ition  ol  available 
time  and  facilities. 

e.  Lnder  the  supervision  of  the  Diieelor,  .Auxili.iry  .Services,  provides  technical  guid.ince  .md 
assistance,  in  accordance  with  organi/.ilional  ,md  operational  in|uiremenls.  to  the 

( 1 I Deputy  Reception  and  Care  Coordmatoi  tor  U ell.ire  Shelter  ( )|'cr.itions 
(2l  Deputy  Reception  ami  Care  Coordmatois  for  the  Divisions  md  or  then 

(a)  Deputy  Directors  for  .Auxiliary  Siiviees. 

(b)  Assistant  R '(' Coordinators  loi  Reception  and  ( aie  Districts. 
t.D  Managers  of  Reception  and  Care  Districts  .md  or  then 

(a)  Assistant  Managers  for  Oi'eration.il  I i.iison. 

(bl  .Supervisors  for  Special  Services. 

(e)  Supervisors  for  Lodging  .md  Shelter. 


Tables  of  Organi/ation 
Sections  A,  J 


Reception  Care  Job  Description 
County  Level  (\)niinand 
Auxiliary  Services 


b. 


Personnel  Position  No.  19 
ASSISTANT  DIRECTOR:  RECREATION 


Assists  the  Director,  Auxiliary  Services,  to  (.lischarj’e  his  responsibilities. 

.Acts  for  the  Director  in  all  matters  relatin;;  to  the  planning  and  conduct  of  entertainineni . 
games,  and  other  recreational  and  diversionary  activities  for  evacuees  and,  as  circumstances 
require,  for  residents  including  plans  for  the  utili/ation  of  airpropriate  personnel,  ecpiip- 
ment,  and  facilities  of: 


( 1 ) Public  and  private  schools. 

(2)  Churches. 

CD  Community  recreation  centers  and  playgrounds. 

(4)  Libraries. 

(5)  riieatres. 

(b)  Private  clubs. 

(7)  L'raternal  organizations. 

(8)  Community  service  organizations. 

(9)  Other  available  athletic,  recreational,  and  cultural  resources. 

c.  Coordinates  emergency  requirements  and  plans  tor  recreational  and  diversionary  activities 
with  the  Assistant  Director  for  Public  liducation  and  I raining  and  the  Assistant  Director 
for  Religious  Affairs  to  assure  mutual  support  and  maximum  utilization  ol  avail.ible  tune 
aiui  facilities. 

d.  Linder  the  supervision  of  the  Director,  Auxiliary  Services,  prov  ides  technic.il  guiiianee  aiul 
assistance,  in  acconlance  with  organizational  aiui  oj'erational  requiiements,  to  the 

( 1 ) Deputy  Reception  ami  ('are  Coordinator  for  Welt.ire-Shclter  Operations 

(2)  Deputy  Reception  aiul  Care  Cviordmators  for  the  Divisions  .iiuLor  then 

(a)  Deputy  Directors  foi  Auxiliary  Services. 

(b)  Assistant  R/C  Coorvlinators  lor  Reception  ami  Care  Districts 
I.D  Managers  of  Receidion  aiul  Care  Districts  and/or  their 

(a)  Assistant  M.inagers  forOperation.il  I laison 

(b)  Supervisors  for  Special  Services. 

(cl  Supervisors  lor  1 lulging  ami  Shelter 


7S 


RKCLPTION/C  ARK  SLR  VICKS 


DIVISION  LKVKK 

( C 'ommand  Stria  lure) 


rlitCdVl.D  r>Ais.  tiLXIiK-IicT  iTlL-liD 


Tables  ol'  Organization 
Sections  A,  B,  1,  J 


Reception  ( are  Job  l^eM.riptii,)n 
Division  Level  (\)inniaiul 


Personnel  Position  No.  20 

1)1  PUTY  RLCf  PTION/CARL  COORDINATOR: 
DIVISION  LLVI  L 


a.  Utuler  the  direction  of  the  County  Coordinator.  Keceptioti /Care  Services: 

( I ) Coordinates  planning  readiness  and  operation  of  Reception  and  Care  Semccs 
throiighont  the  Division. 

(2)  Coordiintes  planning  and  snp|iort  operation^  within  the  Division  ol  the  lollovving 
Tinergency  Services  aiul  OITices 
(at  Coinnuinications. 

(b)  VVariiing. 

(c)  Radiological  Delense. 

(il ) Public  Inrormation. 

(e)  Public  SaTety  Service. 

(t't  Lire  and  Rescue  Service. 

(g)  Health  and  Medical  Service. 

(h)  Resource  and  Supjily  Service. 

(.D  Cooriiinates  planning  and  support  operations  within  the  Division  ol  the  t(>llowiug 
public  and  voluntary  organizations  and  groups 

(a)  The  Public  School  Systein(s). 

(b)  Private  Schools 

(c)  The  American  National  Red  Cross. 

(d)  The  Salvation  Army. 

(e)  I’ublic  welfare  organizations. 

(ft  Religious  organizations  aiul  groups, 

(g)  Hotels  and  motels. 

(h)  Commercial  eating  establishments. 

(it  Community  service  organizations. 

(J)  I'raternal  organizations. 

(k)  Other  welfare-related  organizations  and  groups. 

b.  Provides  direction  plus  planning  and  operational  assistaiae  to  Assistant  Reeei'lion  and 
Care  ( oordin.itors  and/or  Managers  ol  Rece('tioii/(  are  Dislnels  within  the  Division 


i-oaCiDI.G  RAth.  tLAiJK-DCT  /IL-.iD 
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l;il'lcs  ol  ()ri;aiu/;ilioii 
Soitioii^  15.  I 


Keception  C are  Ji'l'  DeMTiptiun 
Division  l.evel  C'oininaiul 
Shelter  I’laruiiny  aiui  Allowitioii 


Personnel  Position  No.  21 

DLPUTY  DIRhC TOR: 

SMI  LTl.R  PI  ANMNC.  AND  ALI.OCATION 


a.  VVitli  (eelinieal  guklanee  aiul  assislanee  troni  Ilie  County  Direetor,  Slielter  IMannine  am! 
Allocation,  assists  the  Deputy  Coordinator.  Reception  and  Care  Services,  in  all  inatteis 
relating  to  Slielter  Planniiif:  and  .Allocation  in  the  Division,  inchidinii 

( 1 I ,Assi}>nnient  ol  Shelter  spaces, 

(2)  Development  ol  I xpedieni  Shelter. 

I .D  Procurement  and  placement  ol  shelter  eiiuipment  and  supplies. 

( 4)  Placement  and  training  ol  Shelter  Managers  and  other  shelter  stall. 

h,  ,\ssists  the  Deputy  Coordinator.  Reception  and  Care  Services,  in  planning  and  implementing 
shelter  support  measures  by  the: 

I 1 I Resource  aiul  Supply  Service 
(2)  lle.ilth  and  Meilical  Service. 

( .t ) Piil'lic  Saf  ety  Service. 

(4)  I ire  and  Rescue  Service. 

k Provides  technical  gimlance  and  operational  assistance  to  the  Supervisors  ol  Ivuigiiig 
aiul  Shelter  in  Reception  aiul  Care  Districts  A,  R,  C.  D.  etc. 


sc 


rubles  ot  Organi/.atioii 
Sections  B,  J 


Reception/C’are  Job  Description 
Division  Level  Comniaiui 
Anxiliarv  Services 


Personnel  Position  No.  22 
ULPUTY  DIRECTOR:  AUXILIARY  SERVICES 


a.  With  technical  guidance  and  assistance  from  the  County  Director  of  Auxiliary  Services, 
assists  the  Deputy  Coordinator  of  Reception  and  Care  Services  in  the  planning  and  pio- 
vision  ui'auAiliai>  services  necessary  to  a.ssure  personal  adjustments  and  the  maintenance 
of  morale  under  extreme  emergency  conditions,  inclutling: 

( I I l inergency  orientation  and  survival  training  for  evacuee  and  resident  populations. 

(2)  I'irst-aid  and  metlical  self-help. 

(,J)  Religious  services  and  spiritual  counseling. 

(4)  I ntertaininent  and  other  recreational  activities. 

b.  Assists  the  Dc|nity  Coordinator,  Reception  ami  Care  Services,  in  jdanning  aiul  iinpleinenling 
survival  education  and  training  with: 

( 1 ) Health  and  Medical  Service. 

(2)  Lire  and  Rescue  Service. 

(.4)  Public  Safety  Service. 

(4)  Radiological  Detense  Staff. 

c.  Provides  technical  guidance  ami  operational  assistance  to  the  Assistant  Managers  toi 
Operational  I iaison  in  Reception  aiul  ('are  Districts  A.  B,  C,  I),  etc. 


Ml 


r.ihlos  of  Oriiaiii/.ation 
Si't'tions  B,  (' 


Keccption  ( are  Joh  Desenpiiou 
Division  Level  Coniinaiul 


Personnel  Position  No.  23 

.ASSISTANT  RLCm  iON  AND  CARE  COORDINATOR 
(R/C  DISTRICTS  A AND  B) 


a.  Assists  the  Deputy  Keception/Care  Coordinator  at  the  Division  level  to  iliseharee  his 
responsibilities,  and  acts  as  the  Deputy  Reception/Care  Coordinator  in  the  ahsence 
or  incapacity  of  that  officer. 

h.  Acts  for  the  Deputy  Coordinator  in  providing  direction  plus  planninc  and  operational 
assistance  to  the  Managers  of  Reception  and  ('are  Districts  A and  B. 


•S.' 


lables  of  Organization 
Section  B,  C 


Reception/Care  Job  DeseriiUion 
Division  Level  Command 


Pcrionnel  Position  No.  24 

ASSISTANT  RECEPTION  AND  CARE  COORDINATOR 
(R/C  DISTRICTS  C,  D,  ETC.) 


Assists  the  Deputy  Reception/Care  Coordinator  at  the  Division  level  to  discharge  his 
responsibilities,  and  acts  as  the  Deputy  Reception/Care  Coordinator  m the  absence  or 
incapacity  of  both  the  Deputy  Coordinator  and  the  Assistant  ('oordinator  for 
Districts  A and  B. 


Acts  for  the  Deputy  Coordinator  in  providing  direction,  plus  planning  and  operational 
assistance,  to  the  Managers  of  Reception  and  Care  Districts  C,  D.  etc. 


r 


RECEPTION/CARE  SERVICES 


DISTRICT  LEVEL 


(Command  Structure) 


PA”»2. 
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lables  of  Orjiani/.atioii 
Sections  B tlirough  J 


Rcception/C'are  Job  Dcscnpiion 
District  Level  C'omniaiKl 


Personnel  Position  No.  25 

MANAGER;  RECEPTION  AND  CARE  DISTRICT 


a.  Directs  overall  plaiuiuig,  readiness,  and  operation  of  Reception  and  Care  Services  in 
Reception  and  Care  District. 

b.  Incorporates  planning  and  operational  support  provided  by  other  Ciovernment  Emer- 
gency Services  into  Reception  and  Care  District  plans  and  operations. 

c.  Incorporates  resources  available  from  public  and  private  voluntary  welfare  agencies 

and  related  organizations  and  groups  into  Reception  and  Care  District  plans  and  operations. 

d.  Provides  planning  and  operational  support,  as  required,  to  the  following  Emergency 
Services  and  Offices. 

( 1 ) Health  and  Medical  Service. 

(2)  Public  Safety  Service. 

(3)  Eire  and  Rescue  Service. 

(4)  Radiological  Defense. 

(5)  Public  Information. 

(6)  Resource  and  Supply  Service. 

e.  ( oordinates  plans  and  operations  of  Reception  and  Care  District  with  adjoining  Rccep'ion 
and  Care  Districts. 
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Fables  of  Organization 
Sections  C through  I 


Reeeption/Care  Job  Description 
District  Level  Coinmaml 


Personnel  Position  No.  26 
ASSISTANT  MANAGER:  ADMINISTRATION 

a.  Assists  the  R/C  District  Manager  to  discharge  his  responsibilities  and  acts  as  the  Manager 
in  the  absence  or  incapacity  of  that  officer. 

h.  Provides  materials  and  services,  and  supervises  stall,  essential  to  the  internal  operations 
of  the  District  Headquarters  Office. 

c.  Maintains  accounts  ot  District  financial  transactions  and  other  commitments. 

d.  Conipiles  data  and  maintains  official  records  of  the  District’s  services  and  operations. 

e.  Prepares  standing  and  special  reports  required  of  the  District  Manager  by  Division  and 
County  officials. 


Tables  ot'Organi/.ation 
Sections  C through  J 


Reception/Care  Job  Description 
District  Level  Command 


Personnel  Position  No.  27 

ASSISTANT  MANAGER;  OPERATIONAL  LIAISON 


a.  Assists  tlie  R/C  District  Manager  in  discharging  his  responsibilities. 

b.  Acts  as  the  Manager  in  the  absence  or  incapacity  of  both  the  Manager  and  the  Assistant 
Manager,  Administration. 

c.  Acts  for  the  Manager  in  Coordinating  advisory  and  support  activities  of  the  following 
Emergency  Services  and  Offices: 

( 1 ) Public  Safety  Service. 

(2)  Eire  Service. 

(3)  Health  and  Medical  Service. 

(4)  Resource  and  Supply  Service. 

( 5)  Direction  and  Control  for  public  information,  communications, 
radiological  monitoring,  and  clearance  procedures. 

d.  Acts  for  the  Manager  in  coordinating  lodging  and  feeding  services,  as  required,  for 
personnel  of  Emergency  Services  and  Offices,  and  in  providing  other  planning  and 
operational  assistance  to  those  Services  and  Offices. 

e.  Acts  for  the  Manager  in  coordinating  the  utilization  of  the  personnel,  equipment,  and 
facilities  of  the  following  public  and  voluntary  organizations  and  groups. 

( 1 ) Tlie  Public  School  System(s). 

(2)  Private  Schools. 

(3)  The  American  National  Red  Cross. 

(4)  Tlie  Salvation  Army. 

(.S)  Public  welfare  agencies. 

(6)  Religious  organizations  and  groups. 

(7)  Commercial  lodging  establishments. 

(8)  Commercial  eating  establishments. 

(9)  Community  service  organizations. 

( 10)  Fraternal  organizations. 

(ID  Other  welfare-related  organizations  and  groups. 
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With  tccluiical  {’uidance  and  assistance  from  tlie  Deputy  Director,  Auxiliary  Services, 
acts  for  tlie  Manager  in  planning  and  carrying  on  the  following  programs  and  services 
within  the  Reception  and  Care  District; 

( 1 ) Fmergency  Orientation  and  survival  training  for  evacuee  and  resident  populations. 

(2)  First-aid  and  medical  self-help  training. 

(3)  Religious  services  and  spiritual  counseling. 

(4)  Fntertainment  and  other  recreational  activities. 


‘>0 


I'ahlcs  ol  Organ  i/at  ion 
Sc-ctions  A,  C,  D,  1,  J 


Reception/Care  Job  13cscnplion 
District  Level  Commaiul 
Lodging-Shelter  Service 


Personnel  Position  No.  28 
SUPERVISOR;  LODGING  AND  SHELTER 


a.  Directs  planning,  readiness,  and  operation  of  Lodging  and  Shelter  services  in  Reception 
and  Care  District. 

b.  With  the  assistance  of  the  Deputy  Supervisor  for  Lodging  and  Shelter,  determines  the 
division  of  the  District  into  Lodging  Sections. 

c.  Coordinates  the  lodging  of  organizational  groups  and/or  unattached  individuals  and 
families  in  congregate  care  facilities  and  volunteered  residences  within  the  various 
Lodging  Sections  of  Reception/Care  District. 

d.  Provides  lodging,  as  required,  for  Emergency  Service  personnel  assigned  to  Reception/ 

Care  District. 

e.  Assists,  as  necessary,  the  District  Supervisors  of  Special  Services,  Feeding,  Registration 
and  Information,  and  Personal  Services/Clothing  in  acquiring  and  upgrading  space 

essential  to  their  respective  operations  within  Reception/Care  District.  i 

f With  the  guidance  and  assistance  of  the  Division’s  Deputy  Director  of  Shelter  Planning 
and  Allocation,  coordinates  readiness  and  provides  shelter  (as  required)  for  resilient 
and  evacuee  populations  and  others  assigned  to  shelters  in  the  Reception/Care  District. 

g.  Directs  and  coordinates  the  functions  of: 

( 1 ) Ilie  Deputy  Supervisor  of  Lodging. 

(2)  The  Deputy  Supervisor  of  Shelter. 

(.^)  Tlie  Deputy  Supervisors  of  tlie  Lodging  Sections  within  Reception.'Care 
District. 

h With  lechnic,il  giiuhince  and  .issislance  from  the  Assistant  Manager.  Operational  Liaison, 
ulih/es  support  liinclions  ol  the  following  services: 

I I ) Resources  .mil  SiipnK  Service  lor  construction  :md  repair  requirements  develoj'- 
meiit  ol  espedienl  shellcr,  procuremeni  ol  lodging  and  shelter  equipmcnl  and 
supplies.  Iransport.ition  requirenienis.  sanitary  facilities,  utility  requirements, 
collection  .md  dispos.il  of  trash  .mil  garbage,  and  utih/alion  of  evacuee  manpovu-i 
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(-)  Health  and  Medical  Service  tor  health  and  sanitary  inspection  and  supervision  ol 
lodtting  and  shelter  facilities;  vector  control;  first-aid,  nursing  and  emergency 
medical  coverage  ot  congregate  care  and  mass  shelter  tacilities;  and  the  handling 
of  deaths  among  evacuees. 

(3)  Public  Salety  Service  lor  police  coverage  of  congregate  care  facilities;  maintenance 
of  street  patrols  and  police  surveillance  throughout  the  Lodging  Sections,  including 
special  care  facilities  and  registration  and  special  service  centers;  designation  of 
parking  areas;  and  control  of  trafllc  throughout  the  District  and  its  Lodging 
Sections. 

(4)  Lire  Service  lor  lire  safety  inspection  and  surveillance  of  congregate  care  facilities 
designated  shelters  and  special  care  facilities;  fire  safety  patrols  in  lodging  sections; 
and  lire  prevention  and  control  measures  throughout  the  District’s  Lodging  Sections 


With  support  through  the  Assistant  Manager,  Operational  Liaison,  provides  religious 
services  and  spiritual  counseling,  emergency  orientation  and  survival  training,  and 
recreational  anil  other  diversionary  activities  for  populations  in  congregate  facilities 
and  residential  areas. 


I'ahlos  ot  Orsanizution 
Soctioiis  A,  C,  F 


Reueption/Carc  Job  Descripiioii 
District  Level  Command 
Feeding  Service 


Personnel  Position  No.  29 
SUPERVISOR;  EMERGENCY  FEEDING 


a.  Directs  planning,  readiness,  and  operation  of  all  emergency  feeding  services  in  Reception/' 
Care  District  for  displaced  individuals  and  families,  special  care  groups,  transient  evacuees 
and  Emergency  Service  personnel  at  rtationary  feeding  facilities  and  with  mobile  feeding 
units. 

b.  Organizes  individual  feeding  personnel  and  emergency  feeding  cadres  as  required,  and 
assigns  them  to  hospitals  and  other  institutionalized  or  special  care  facilities  requiring 
supplementary  feeding  assistance  and  services. 

c.  Directs  and  coordinates  the  functions  of: 

( 1 ) The  Deputy  Supervisor  for  Fixed  Feeding  Stations. 

(2)  The  Deputy  Supervisor  for  Mobile  Feeding  Units. 

(3)  Tlte  Deputy  Supervisor  for  Emergency  Support  Units. 

d.  With  technical  guidance  and  assistance  from  the  Assistant  Manager.  Operational  Liaison, 
utilizes  support  functions  of  the  following  services: 

( 1 ) Resource  and  Supply  Service  for  food,  fuel,  feeding  equipment  and  supplies: 
transportation  services;  mobile  equiprrent;  construction  and  maintenance  ol 
feeding  facilities;  and  garbage  disposal. 

(2)  Health  and  Medical  Service  for  .sanitary  supervision  of  Fixed  Feeding  Stations  and 
Mobile  Feeding  Units. 

(3)  Public  Safety  Service  for  police  coverage  of  feeding  centers. 

(4)  Fire  Service  for  fire  safety  inspection  and  surveillance  of  mass  feeding  facilities. 

e.  Coordinates  support  by  the  Lodging  Service  in  acquiring  feeding  space  in  congregate 
care  and  other  fixed  facilities. 

f With  the  technical  guidance  and  assistance  of  the  County  Assistant  Coordinator  of  Feeding, 
organizes  and  operates  fixed  and/or  mobile  feeding  units  for  transient  relocatees.  as 
required,  at  Reception  (’enters  and  Re.st  Areas,  or  other  de.signated  locations  established 
within  Reception/Care  District. 


Tables  of  Organization 
Sections  A,  C,  i: 


Reception/Care  Job  Description 
District  Level  Coininaiui 
Registration  and  Information 
Service 


Personnel  Position  No.  30 

SUPERVISOR:  REGISTRATION  AND  INFORMATION 


a.  Directs  planning,  readiness  and  operation  of  Registration  and  Information  services  in 
Reception/Care  District. 

b.  Coordinates  registration  of  displaced  persons  and  families  in  the  various  Lodging 
Sections,  and  of  persons  assigned  to  institutions  and  other  special  care  facilities  witluTi 
Reception/Care  District. 

c.  Coordinates  receipt,  recording,  and  response  to  inquiries  concerning  the  welfare  of 
individuals,  families,  or  groups  within  Reception/Care  District. 

d.  With  technical  guidance  and  assistance  from  the  Assistant  Manager,  Operational  Liaison, 
coordinates  the  gathering  and  release  within  the  Reception/Care  District  of  general  and 
operational  information  and  instructions  concerning  emergency  conditions  and  the 
availability  and  use  of  emergency  facilities  and  services 

e.  Coordinates  support  functions  of  the  following  Services  and  Offices: 

(1)  Assistant  Manager,  Administration,  for  space  and  facilities  in  the  District 
Headquarters  Office. 

(2)  Lodging  Service  for  registration  space  in  Lodging  Section  Offices. 

(3)  Special  Services  for  registration  of  persons  assigned  to  special  care  facilities 
within  Reception/Care  District. 


lahles  of  Ort:ani/.ation 
Sections  A,  C,  (>,  I,  J 


Reception/Care  Job  Description 
District  Level  Coimiiaiui 
Special  Services 


Personnel  Position  No.  31 
SUPERVISOR;  SPECIAL  SERVICES 


a.  Directs  planning,  readiness  and  operation  of  Special  Services  in  the  Reception  and 
Care  Di  trict. 

b.  Organizes  and  coordinates  the  provision  of  emergency  financial  assistance  and  emer- 
gency social  services,  including  individual  and  family  guidance  and  counseling  for 
both  residents  and  evacuees  in  need  of  sucii  assistance  and  services. 

c.  Organizes  and  provides  emergency  care  and  services  including  the  operation  of  special 
facilities,  as  required  for  such  groups  as  the  aged,  infirm,  handicapped,  and  unattached 
children. 

d.  Plans  and  coordinates  the  placement  and  emergency  care  of  evacuated  institutional 
groups  such  as  public  and  private  orphanages  and  homes  for  the  aged  and  di.sabled. 

e.  Directs  and  coordinates  the  functions  of: 

( I ) The  Deputy  Superviscir  for  Emergency  Financial  Assistance. 

( 2)  Die  Deputy  Supervisor  for  (niidance  and  Counseling. 

(.1)  The  Deputy  Supervisor  for  Special  Care  Groups. 

t.  With  technical  guidance  and  assistance  from  the  Assistant  Manager,  Operational  Liaison, 
utilizes  support  functions  of  the  following  Services. 

( 1 ) Health  and  Medical  Service  for  nursing  and  medical  coverage  of  special  care 
facilities;  institution  and  maintenance  of  proper  health  and  sanitary  standards  in 
special  care  facilities;  establishment  of  procedures  for  handling  critical  emergency 
medical  ca.ses  aiul  deaths  in  special  care  facilities;  provision  of  essential  medicines 
and  medical  supplies  and  equipment;  and  provision  of  space  in  established  nursing 
homes  and  other  medical  and  nursing  institutions  to  care  for  the  needs  of  evacuated 
special  care  groups. 

(2)  Resource  and  Supply  Service  for  procuring  beds,  bedding,  and  other  dry  gooils 
essential  to  the  operation  of  special  care  facilities;  construction  and  repair  require- 
ments; transportation  services;  development  of  expedient  shelter  for  special  care 
facilities;  procurement  (with  Health  and  Meilical  Service)  ot  equipment  and  supplies 
for  special  care  facilities;  sanitary  facilities;  utility  requirements;  and  disposal  of 
trash  and  garbage. 


(3)  Fire  Service  for  fire  safety  standards  and  surveillance  of  special  care  facilities, 

(4)  Public  Safety  Service  for  police  surveillance  of  special  care  facilities. 

Coordinates  support  functions  of  the  following  ReceiUion/Care  District  Services  and 

Offices; 

( 1)  Lodging  Service  in  the  designation  of  space  in  congregate  lodging  and/or 
other  space  that  can  be  adapted  to  the  care  of  special  groups. 

(2)  Registration  and  Information  Service  in  the  registration  of  special  care  groups, 
and  in  the  processing  of  information  and  inquiries  concerning  persons  in  special 
care  facilities. 

(3)  Emergency  Feeding  Service  in  providing  for  the  feeding  requirements  of  special 
care  groups  and,  as  required,  in  supplementing  or  establishing  feeding  services 
in  special  care  facilities. 

(4)  Assistant  Manager,  Operational  Liaison,  in  providing  religious  services  and  spiritaul 
counseling  for  persons  in  special  care  groups;  for  appropriate  emergency  orienta- 
tion and  survival  training;  and  for  recreational  and  other  diversionary  activities. 


Tables  of  Organization 
Sections  A,  C.  H 


Reception/Care  Job  Description 
District  Level  Command 
Personal  Services/Clothing 
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Personnel  Position  No.  32 

SUPERVISOR.  PERSONAL  SERVICES/CLOTHING 

a.  Directs  planning,  readiness,  and  operation  of  Personal  Services/Clothing  in  Reception 
and  Care  District. 

b.  Coordinates  requirements  for  the  acquisition  and  distribution  of  clothing,  bedding,  and 
other  dry  goods  for  special  population  groups  and  other  persons  in  need  among  Lodging 
Sections  in  ‘he  Reception/Care  District. 

c.  Plans  and  coordinates  the  provision  of  laundry,  cleaning,  bathing,  and  such  other  essential 
personal  care  facilities  and  services  as  may  be  required. 

d.  Establishes  policies  and  procedures  governing  the  handling  and  maintenance  of  family  pets 
belonging  to  evacuees,  and  coordinates  the  orcanization  and  operation  of  such  facilities 
(Pet  Shelters)  as  may  be  required  for  the  protection  and  proper  care  of  pets  in  Reception 
Care  District. 

e.  Directs  and  coordinates  the  functions  of: 

( 1 ) The  Deputy  Supervisor  for  Clothing. 

(2)  The  Deputy  Supervisor  for  Personal  Care  Services. 

(3)  Tlie  Deputy  Supervisor  for  Pet  Services. 

f.  With  technical  guidance  and  assistance  from  the  Assistant  Manager,  Operational  Liaison, 
utilizes  support  functions  of  the  following  services; 

(1)  Resource  and  Supply  Service  for  procurement  of  essential  clothing,  bedding,  and 
other  dry  goods;  laundry  and  cleaning  supplies;  transportation  services;  construc- 
tion and  repair  requirements;  acquisition  and  installation  of  equipment  essential 

to  the  operation  of  Personal  Care  facilities  and  Pet  Shelters;  and  utility  and  sanitary 
facilities, 

(2)  Health  and  Medical  Service  for  health  and  sanitary  standards  required  for  the  care 
of  pets  in  congregate  lodgings,  private  residences,  and  pet  shelters;  and  for  con- 
tinuing health  and  sanitary  supervision  of  all  such  facilities  in  which  pets  belonging 
to  evacuees  are  maintained. 
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C ooniiiKitos  support  functions  of  the  following  Reception/Care  Services  and  Offices 
in  the  District; 


( 1 ) Assistant  Man.  >er.  Administration,  in  maintaining  official  accounts  of  financial 
transactions  and  other  commitments  incurred  by  Personal  Services  and  Clothing 

( 2)  Lodging  Service  in  acquiring  or  modifying  space  for  the  provision  of  Personal 
Care  Services  and  for  the  operation  of  Pet  Shelters  in  congregate  care  and  other 
fixed  facilities. 


1 
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D. 

WELFARE-SHELTER  OPERATIONS 
LODGING-SHELTER  SERVICE 

C Vertical  Organization) 

Other  relevant  job  descriptions  appearing  elsewhere  in  this  document  are: 


Section  Position  Niimhcr 

A Deputy  Coordinator:  Welfare  Shelter  Operations  (County ) 2 

A Assistant  Coordinator:  Lodging-Shelter  (County ) (■> 

C R/C  District  Manager  25 

C Supervisor:  Lodging-Shelter  ( District ) 28 


For  page  numbers,  consult  the  Reference  List  on  pages  I 75-1 1'). 


Tables  of  Organization 
Section  D 


Reception/Care  Job  Description 
Lodging-Shelter  Service 
(District  Level) 


Personnel  Position  No.  33 
DEPUTY  SUPERVISOR:  LODGING 
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a.  Assists  the  Supervisor  of  Lodging  and  Shelter  to  discharge  his  responsibilities  and  acts 
as  the  Supervisor  of  Lodging  and  Shelter  in  the  absence  or  incapacity  of  that  officer. 

b.  Acts  for  the  Supervisor  of  Lodging  and  Shelter  in  coordinating  the  functions  of  the 
Assistant  Supervisor  for  Congregate  Care  and  the  Assistant  Supervisor  for  Residential 
Areas. 

c.  Coordinates  assistance  to  the  District  Supervisors  of  Special  Services,  Feeding,  Regis- 
tration and  Information,  and  Personal  Services/Clothing  in  identifying,  acquiring,  and 
upgrading  space  essential  to  their  respective  operations. 

d.  Ascertains  and  evaluates  the  R/C  District’s  lodging  capacity,  including  capacity  for  the 
care  of  special  groups,  and  assists  the  Supervisor  and  the  District  Manager  in  designating 
congregate  and  special  care  facilities. 

e.  Assists  the  Supervisor  with  the  determination  and/or  application  of  lodging  standards 
necessary  to  accommodate  the  District’s  evacuee  load. 

f Determines  personnel  requirements  for  lodging  operations  within  the  District  and  assists 
in  the  recruitment  and  training  of  staff. 

g.  Coordinates  readiness  and  operating  functions  with  the  Deputy  Supervisor  for  Shelter 
to  assure  the  best  available  shelter  protection  for  both  resident  and  evacuee  populations 
within  the  R/C  District. 

h.  Assists  the  supervisor  in  evaluating  reports  from  the  Lodging  Sections,  including  evacuee 
arrivals  and  assignments,  and  in  taking  necessary  actions  to  correct  imbalances  and  other 
lodging  problems. 

i.  Assists  the  Supervisor  in  the  assumption  of  continuing  responsibility  for  overseeing  all 
lodging  aspects  of  Reception  and  Care  operations  throughout  the  emergency,  including 
the  establishment  and  maintenance  of  an  up-to-date  “master  lodging  file’’  for  the  District. 


Reception/Cari.'  Joh  l)csi.iiiilK)n 
Lt)dping-Shdter  Service 
Shelter  Planning  ami  Allocation 
(District  Level) 

1 Personnel  Position  No.  34 


I allies  of  Organi/.ation 
Section  D,  1 


DEPUTY  SUPERVISOR;  SHELTER 


a.  Assists  the  Supervisor  of  Lodging  and  Shelter  to  discharge  his  responsihilities. 

b.  Acts  as  the  Supervisor  of  Lodging  and  Shelter  in  the  absence  or  incapacity  of  both  the 
Supervisor  of  Lodging  and  Shelter  and  the  Deputy  Supervisor:  Lodging. 

c.  Acts  for  the  Supervisor  of  Lodging  and  Shelter  in  coordinating  the  functions  of  the 
Assistant  Supervisor:  NSS  Shelter  and  the  Assistant  Supervisor:  Expedient  Shelter. 

d.  Ascertains  and  evaluates  the  R/C  District’s  potential  shelter  capacity,  including  National 
Shelter  Survey  spaces  and  lixpedient  Shelter  spaces  in  both  congregate  facilities  ami 
private  dwellings. 

e.  Assists  the  supervisor  with  the  determination  and/or  application  of  shelter  standards 
necessary  to  accommodate  and  protect  the  District’s  resident  and  evacuee  populations 

I.  Determines  personnel  rec|uirements  for  shelter  operations  within  the  District  ami 

a.ssists  in  the  designation  and  training  of  staff,  including  householders  with  basement 
or  other  shelter  space. 

g ( oordmates  shelter  reailmess  plans  with  the  Deputy  Supervisor  for  Lodging  to  assun. 
prompt  and  effective  conversion  from  I odging  to  Shelter  operations  during  an  attack 
or  an  attack  alert. 

h .Assists  the  Su|iervisor  m the  assumption  of  continuing  responsibility  for  overseeing  all 
aspects  ot  shelter  pl.inning  .ind  readiness  throughout  the  Reception  and  ('are  District 
during  the  period  of  crisis  relocation. 


Tabk'S  ol  Organi/.atioii 
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Reception /Care  Job  Description 
Lodging-Shelter  Service 
(District  Level) 


Personnel  Position  No.  35 

ASSISTANT  SUPERVISOR;  CONGREGATE  CARE 


a.  Assists  the  Deputy  Supervi.sor:  Lodging  to  discharge  his  responsibilities  and  acts  as 
the  Deputy  Supervi.sor:  Lodging  in  the  absence  or  incapacity  of  that  officer. 

b.  Under  the  supervision  of  the  Deputy  Supervisor;  Lodging: 

( 1 ) Coordinates  Congregate  Care  planning  and  operations  throughout  the  K/(' 

District  in  all  matters  relating  to  support  from  the  Resources  and  Supply. 

Health  and  Medical,  Public  Safety,  and  Fire  Services  as  set  forth  in  Item  (rg 
under  responsibilities  and  functions  of  the  Supervisor,  Lodging  and  Shelter 
(Section  C,  Position  No.  28). 

(2)  In  cooperation  with  the  Assistant  Supervisor;  Residential  Areas,  coordinates 
identification  and  conversion  of  congregate  space  and  other  facilities  necessary 
to  meet  resident  and  evacuee  requirements  for  congregate  lodging,  .special  group 
care,  emergency  feeding,  registration  and  information,  special  services,  and  personal 
services  and  clothing  within  the  R/C  District. 

(3)  With  the  Assistant  Supervisor:  Residential  Areas,  coordinates  with  the  Lodging 
Sections  the  assignment  and  reassignment  of  evacuees  to  congmgate  care  tacilities 
and/or  volunteered  residences  throughout  the  R/C  District. 

c.  Provides  technical  guidance  and  assistance  to  the  Deputy  Supervisors  for  Lodging 
Sections  and  the  Managers  of  ('ongregate  Facilities. 


Tables  of  Organi/.ation 
Section  13 


Reeeption/C'are  Joli  Deseriplion 
Lodging-Shelter  Ser\iee 
(District  Level) 


Personnel  Position  No.  36 

ASSISTANT  SUPERVISOR;  RESIDENTIAL  AREAS 


a.  Assists  the  Deputy  Supervisor:  Lodging  to  discharge  his  responsibilities. 

b.  Acts  as  the  Deputy  Supervisor:  Lodging  in  the  absence  or  incapacity  of  both  the 
Deputy  Supervisor:  Lodging  and  the  Assistant  Supervisor:  C'ongregate  fare. 

c.  Under  the  supervision  of  the  Deputy  Supervisor;  Lodging; 

(1)  Determines  the  number,  location,  types,  and  capacity  of  potential  volunteered 
residences  in  the  R/C  District. 

(2)  Takes  steps  through  the  District’s  Assistant  Manager  for  Operational  Liaison  to 
secure  the  support  of  Direction  and  Control  in  publici/.ing  the  need  of  volunteereil 
residences  for  lodging  purposes. 

(3)  Develops  and  carries  out  plans  for  lodging  evacuees  in  volunteered  residences 
throughout  the  residential  areas  of  the  R/C  District. 

(4)  Coordinates  plans  and  operations  relating  to  the  use  of  volunteereil  residences 

in  all  matters  requiring  support  from  the  Resources  and  Supply.  Health  and  Medical. 
Law  and  Order,  and  Fire  Services  as  set  forth  in  Item  6g  under  responsibilities  and 
functions  of  the  Supervisor,  Lodging  and  Shelter  (Section  C.  Position  No.  28) 

(5)  With  the  Assistant  Supervisor:  Congregate  Care,  coordinates  the  assignment  and 
reassignment  of  evacuees  to  volunteered  residences  and/or  congregate  care  lacihties 
throughout  the  R/C  District. 

d.  Provides  technical  guidance  and  assistance  to  the  Deputy  Supervisors  for  Lodging  Sectioiic 
and  the  Lodging  Aides  for  Residential  Areas. 
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Reception/Care  Job  Description 
Lodging-Shelter  Service 
Shelter  Planning  and  Allocation 
(District  Level) 


Personnel  Position  No.  37 
ASSISTANT  SUPERVISOR;  NSS  SHELTER 


a.  Assists  the  Deputy  Supervisor;  Shelter  to  discharge  his  responsibilities  and  acts  as  the 
Deputy  Supervisor;  Shelter  in  the  absence  or  incapacity  of  that  officer. 

b.  Under  the  supervision  of  the  Deputy  Supervisor;  Shelter  and  with  technical  guidance 
and  assistance  Ironi  the  Deputy  Director  for  SheJter  Planning  and  Allocation  at  the 
Division  Level; 

( 1 ) Ascertains  the  number,  location,  and  types  of  National  Shelter  Survey  spaces 
in  both  congregate  facilities  and  private  dwellings  throughout  the  District. 

(2)  Determines  potential  need  for  additional  shelter  spaces  to  meet  the  District's 
resident  and  evacuee  requirements  and.  as  necessary,  to  provide  "back-up” 
shelter  for  nearby  R/C  Districts. 

(3)  Evaluates  existing  Community  Shelter  Plans  (CSP),  including  provisions  for  shelter 
management  and  shelter  equipment  and  supplies,  in  terms  of  crisis  relocation 
planning  req  u i re  me  n ts. 

(4)  With  the  Assistant  Supervisor;  Expedient  Shelter; 

(a)  Recommends  adjustments  in  existing  CSP  assignments  of  shelter  spaces  and/or 
advises  other  actions  required  to  assure  the  most  feasible  shelter  protection 
for  both  resident  and  evacuee  populations. 

(b)  Tlirough  the  Assistant  Manager,  Operational  Liaison,  develops  plans  and 
procedures  with  the  Resource  and  Supply  Service  for  securing  and  positioning 
e.s,sential  equipment  and  supplies  in  all  District  shelter  facilities. 

(c)  Determines  shelter  staffing  requirements  and  recommends  procedures  for  the 
selection,  placement  and  training  of  Shelter  Managers  and  other  shelter  per- 
sonnel. 

(d)  Provides  technical  guidance  and  assistance  to  Lodging  Aides  relative  to  up- 
grading both  the  protective  and  operating  capabilities  of  basements  and  other 
family  shelter  facilities. 
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Reception/Care  Job  Desciiplion 
Lodging-Shelter  Service 
Shelter  Planning  and  Allocation 
(District  Level) 


Personnel  Position  No.  38 

ASSISTANT  SUPERVISOR:  EXPEDIENT  SHELTER 


a.  Assists  the  Deputy  Supervisor:  Shelter  to  discharge  his  responsibilities. 

b.  Acts  as  the  Deputy  Supervisor:  Shelter  in  the  absence  or  incapacity  of  both  tlie  Deputy 
Supervisor:  Shelter  and  the  Assistant  Supervisor:  NSS  Shelter. 

c.  Under  the  supervision  of  the  Deputy  Supervisor:  Shelter  and  with  technical  guidance 
and  assistance  from  the  Deputy  Director  for  Shelter  Planning  and  Allocation  at  the 
Division  Level. 

(1)  Ascertains  the  types,  locations,  and  shelter  capacities  of  District  buildings  and 
other  available  facilities  within  which  adequate  Expedient  Shelter  can  be 
developed. 

(2)  Tlirough  the  Assistant  Manager,  Operational  Liaison,  secures  and  coordinates 
support  from  the  Resource  and  Supply  Service  in  (he  construction  uinl/or  dcvclo(i- 
ment  of  facilities  selected  for  Expedient  Shelter  in  the  R/C  District. 

(3)  With  the  Assistant  Supervisor:  NSS  Shelter: 

(a)  Allocates  developed  Expedient  Shelters  within  the  District  to  their 
appropriate  Lodging  Sections  and  provides  for  their  activation  as  components 
of  those  Sections  and/or  their  respective  R/C  District’s  shelter  operations. 

(b)  Plans  and  recommends  the  most  feasible  a.ssignment  of  evacuees  and/or 
residents  to  Expedient  Shelter  facilities  within  the  District  and/or,  as  neces- 
sary, to  shelter  facilities  in  nearby  Districts  having  surplus  shelter  space. 

(c)  Assumes  joint  responsibility  for  the  plans  and  procedures  set  forth  in 
Items  6b(4)(b),  (c),  and  (d)  relating  to  shelter  equipment  and  supplies, 
shelter  staffing  and  training  and  technical  guidance  and  assistance  to  Lodging 
Aides  of  the  respon.sibilities  listed  for  the  Assistant  Supervisor,  NSS 
Shelter  (Section  D,  Position  No.  37). 
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Reception/Care  Job  Description 
Lodging-Shelter  Service 
(Lodging  Section  Level) 


Personnel  Position  No.  39 

DEPUTY  SLTERVISOR: 
LODGING  SECTION  NO. (I,  2,  etc.) 


a.  Is  directly  responsible,  through  the  Supervisor  of  Lodging  and  Shelter,  to  the  Manager 
of  the  Reception  and  Care  District  for  the  supervision  and  coordination  of  Lodging  and 
Shelter  plans  and  operations  throughout  the  Lodging  Section. 

b.  With  the  assistance  of  the  Deputy  Supervisor:  Lodging,  determines  through  surveys  or 
other  means  his  Section’s  lodging  capacity,  under  various  “lodging  standards,”  including 
facilities  for  the  care  of  special  groups. 

c.  With  the  assistance  of  the  Deputy  Supervisor:  Shelter,  ascertains  the  potential  number 
of  NSS  and  Expedient  Shelter  spaces  throughout  the  Section  under  the  application  of 
various  “shelter  standards.” 

d.  With  technical  guidance  and  assistance  through  the  Deputy  Supervisor:  Lodging  and  the 
Deputy  Supervisor:  Shelter,  determines  the  division  of  the  Lodging  Section  into  Residential 
Areas. 

e.  With  technical  guidance  and  assistance  through  the  Deputy  Supervisor:  Lodging  and  the 
Deputy  Supervisor:  Shelter,  applies  “official"  shelter  standarils  in  developing  and,  as 
necessary,  carrying  out  measures  for  the  conversion  from  Lodging  to  Shelter  operations. 

f Tlirough  the  Supervisor:  Lodging  and  Shelter,  acts  for  the  District  Manager  in  the  assign- 
ment and  reassignment  of  evacuees  as  organizational  groups  and/or  as  individiials  to 
Congregate  Facilities  and  Volunteered  Resiliences  within  his  Section  and  with  other 
Lodging  Sections  in  the  District. 

g.  Acts  for  the  Deputy  Supervisor:  Lodging  in  the  implementation  of  assistance  within 
his  Section  to  the  District  Supervisors  of  Special  Services,  Feeding.  Registration  and 
Information,  and  Personal  Services/C’lothing  in  identifying,  acipiiring,  and  upgrading 
space  essential  to  their  respective  operations  and  in  facilitating  the  incorporation  of 
their  services  into  the  District’s  overall  Reception  and  Care  pri'^iram. 

h.  Determines  reiiuirements  for,  and  coordinates,  supporting  services  provided  within  the 
Section  by  the  Resource  and  Supply.  Health  and  Medical.  Public  Safety,  and  Fire  Services. 

I With  the  guidance  and  assistance  of  the  Deputy  Supervisors  for  I odging  and  Shelter,  plans 
and  implements  the  lodging  and  shelter  st.ilT  requirements  ol  his  Section 
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Kft'fplio)),  ('arc  Job  IK-m.  i iption 
Loiliiing-Slidtcr  Service 
(Lotlging  Section  Level) 


Personnel  Position  No.  40 
MANAGER;  CONGREGATE  FACILITY 

a.  Assists  the  Deputy  Supervisor  for  the  Lodging  Section  in  discliarging  liis  responsibilities 
and  acts  as  the  Deputy  Supervisor.  Lodging  Section  in  the  absence  or  incapacity  ot  that 

it 

officer. 

b.  Linder  the  supervision  of  the  Deputy  Supervisor  for  the  Lodging  Section,  is  responsibli. 
to  the  Supervisor:  Lodging  and  Shelter  and  the  Manager  ot  the  Reception  and  Care 
District  for  planning,  organizing,  and  directing  the  operations  of  his  Congregate  Facility. 

c.  In  cooperation  with  the  R/C  District  Supervisors  of  Feeding,  Special  Services,  RegistraUon 
and  Information,  and  Personal  Services  and  Clothing,  plans  and  meets  the  emergency  needs 
of  individuals,  families,  and  organizational  and/or  special  groups  assigned  to  his  facility 

il.  In  cooperation  with  the  District’s  Assistant  Manager  for  Operational  Liaison,  secures 
and  coordinates  support  by  the  Health  and  Medical  Service  in  answering  tirst-aid  emer- 
gency medical  nursing  and  other  Health  and  Medical  Services  required  by  his  congregate 
facility. 

e.  Designates,  as  necessary,  a Deputy  Manager* **  responsible  for  the  kxlging  Junctions  ot 
the  congregate  facility  including; 

( 1 ) Determining  lodging  capacity  and  the  potential  to  accommodate  other  essential 
emergency  needs  and  services  within  the  facility  under  the  required  “Lodging 
Standard.” 

( 2)  Arranging  and  assigning  living  space. 

(3)  Maintaining  close  contact  with  evacuees  and  responding  to  their  respective 
needs. 

(4)  Recommending  and/or  taking  action  necessary  to  correct  or  alleviate  pioblenis 
arising  from  the  “living”  situation  within  the  congregate  facility. 

*Tlic  Deputy  Supervisor  fora  Lodging  .Section  is  responsible  for  designating  one  ol  his  t'r)iigregale 
Facility  Managers  to  act  in  his  absence.  If  theie  is  but  one  Congregate  Facility  in  the  Section  the  designation 
should  he  automatic.  In  a small  operation  the  Deputy  Supervisor  of  the  Lodging  Section  and  the  Managei 
of  a Congregate  Facility  may  well  be  the  same  person. 

**The  IX’puty  Manager  of  a congregate  facility  housing  an  organizational  group  should  be  a competcni 
individual  selected  from  that  group  or  from  the  predominant  group  in  a miiiti-group  facility.  In  a multi  gioup 
facilily  the  Deputy  could  select  Assistants  from  other  groups  in  the  facility. 
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f. 


Designates,  as  necessary,  an  Assistant  Manager  responsible  for  overseeing  the  physical 
maintenance  and  operation  of  the  Congregate  facility,  including  cooperation  with  the 
District’s  Assistant  Manager  for  Operational  Liaison  in  securing  necessary  support  by 
the  Resource  and  Supply,  Public  Safety,  and  Fire  Services. 

g.  Under  the  supervision  of  the  Deputy  Supervisor  for  the  Lodging  Section,  cooperates 
with  the  Lodging  Aide(s)  in  tlie  selection  of  individuals  and  families  for  assignment  to 
volunteered  residences,  and  in  making  lodging  reassignments  to  overcome  lodging 
imbalances  and  other  problems. 

h.  Hstablishes  and  maintains  an  up-to-date  Congregate  Care  Record  File  for  his  facility, 
and  maintains  a system  of  liaison  and  referral  with  the  Registration  and  Information 
Service  to  assure  that  records  at  the  facility.  Section,  and  District  levels  reflect  cur- 
rent lodging  assignments  and  reassignments  of  individuals,  families,  and  members  of 
organizational  and/or  special  groups. 

i.  Under  the  technical  guidance  and  assistance  of  the  Assistant  Supervisor;  Congregate 
Care— and  in  cooperation  with  Welfare-Shelter  and  other  Fmergency  Services  operating 
units  in  his  facility-is  responsible  for  recruiting  and/or  assigning  staff  required  by 

the  facility.  The  following  policies  should  guide  the  recruitment,  assignment,  and 
supervision  of  staff; 

( 1 ) When  feasible,  persons  familiar  with  the  building  or  buildings  used  for  a 
congregate  facility  should  be  selected  for  key  management,  engineering, 
and  custodial  functions. 

(2)  Leadership  personnel  from  organizational  groups  assigned  to  the  facility 
should  be  given  key  responsibilities,  especially  responsibilities  relating  to 
personal  and  group  needs. 

(3)  With  the  support  of  the  Assistant  Manager;  Operational  Liaison,  utilize 
personnel,  facilities,  and  equipment  available  from  public  and  private  school 
systems,  public  and  voluntary  welfare  agencies,  religious  organizations  and 
groups,  commercial  establishments,  and  fraternal  and  other  community 
organizations  and  groups. 

(4)  Fach  staff  member  assigned  to  the  facility  should  be  under  the  administrative 
supervision  of  the  F^acility  Manager  and/or  one  of  the  key  assistants,  and.  whcie 
applicable,  uniler  the  technical  direction  of  his  own  service  or  program. 
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Ki'cci'lioii  ( arc  Joh  Description 
l-oilcinf-'-SlicIter  Service 
( l.oiiemi:  Section  Level) 

Personnel  Position  No.  41 
LODGINLl  AIDL:  RLSIDLNTIAL  ARLA* 

a.  Assists  the  Deputy  Supervisor  tor  the  l.oilsintt  Section  to  discharge  his  responsibilities 

b.  Under  the  supervision  of  the  Deputy  Supervisor  for  the  Lodging  Section,  is  responsildc 
to  tlie  Supervisor:  Lodging  and  Shelter  aiul  the  Manager  ol  the  Reception  and  C are 
District  for  soliciting  volunteered  residences  throughout  his  assigned  area- and  lor 
evaluating,  planning  and  directing  the  use  of  such  residences  as  a lodging  and  shelter 
resource  in  accordance  with  established  lodging  and  shelter  standards. 

c.  (lives  emphasis  to  duties  primarily  designed  to  make  the  assignment  ol  evacuees  to 
emergency  lodging  in  volunteered  residences  last  and  efficient,  and  as  appropriate  and 
considerate  as  possible  for  botli  evacuees  and  their  householder  hosts. 

d.  During  Crisis  Relocation  receives  assigned  evacuees  at  his  Lodging  Section  headtiuai  ters 
and  escorts  them  to  designated  lodgings  in  his  Residential  Area. 

e.  Provides  information  and  instruction  for: 

( 1 ) Householders  on  their  role  in  the  lodging  program  as  hosts  to  evacuees. 

(2)  Hvacuees  on  their  responsibilities  as  the  guests  ol  householders  in  volunteereil 
residences. 

f Within  his  Residential  Area,  maintains  close  contact  with  both  householders  and  c\a.  ucis 
responds  to  their  respective  needs,  and  serves  as  their  olticial  link  with  the  l.odgmg  Section 
and  the  R/C  District. 

g.  Provides  information  and  assistance,  as  requireil.  to  both  evacuees  and  householdeis  in 
obtaining  essential  emergency  goods  and  services  available  in  ('ongregate  ( are  lacilitiev. 
Lniergency  L'eeding  facilities.  L'mergency  Health  and  Medical  lacilities.  Special  Services 
facilities.  Personal  Services/C’lothing  facilities.  Registration  and  Information  facilities, 
and  other  facilities  and  services  within  the  lodging  Section  and  the  R ( District. 

*SluniKl.  if  possible,  be  an  iiulivuliial  resuling  willim  aml/oi  well  aaiuainteil  with  bis  assigned  aie.i 
A Resiilenlial  Area  normally  bas  Irom  Iwenly  to  lorly  private  dwelling  units  depending  on  Iol.iIioii 
.ind  Ollier  eireiinislances  Ilie  workload  iiuisl  be  one  ol  manageable  proportions 
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ti.  Under  the  leeluiicjl  giiidanee  .mil  assistance  ol  tlie  Assistant  Supervisors  of  NSS 

Shelter  and  I xpedient  Shelter,  surseys  and  evaluates  shelter  and  potential  expedient 
shelter  spaces  in  private  dwellings  within  Ins  Residential  area  and  transmits  this 
intormation  to  the  Deputy  Supervisor  lor  the  Lodging  Section. 

i.  Under  the  supervision  of  the  Deputy  Supervisor  for  the  Lodging  Section,  cooperates  with 
the  Managers  ot  Congregate  facilities  in  the  selection  of  iiu  'v  .duals  and  families  for 
assignment  to  volunteered  residences,  and  m making  kxiging  reassignments  to  either 
volunteered  residences  or  congregate  tacilities  to  overcome  lodging  imbalances  and  other 
problems. 

j.  Establishes  and  maintains  an  up-to-date  lodging  file  for  his  Area,  and  maintains  a system 
ot  liaison  and  relerral  with  the  Registration  and  Information  Service  to  assure  that  his 
records  and  those  maintained  at  the  Section  and  District  Levels  rellect  current  lodging 
assignments  ot  individuals,  families,  and  members  of  organizational  and/or  special 
groups. 

k.  With  the  concurrence  of  the  Deputy  Supervisor  for  the  Lodging  Section,  selects  suitable 
space  in  a volunteered  residence  or  other  facility  within  his  area,  or  immediately  adjacent 
thereto,  as  an  operational  headquarters. 

l.  As  required,  designates  householders  and/or  evacuees  assigned  to  his  Area  to  assist  with 
the  performance  of  responsibilities  under  his  or  her  supervision. 
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E. 

WELFARE-SHELTER  OPERATIONS 
REGISTRATION  AND  INFORMATION  SERVICE 

( Vertical  Organization) 

Otlier  relevant  job  descriptions  appearing  elsewliere  in  this  document  are: 
Section  Position  Number 

A Deputy  Coordinator;  Welfare-Shelter  Operations  (County)  2 

A Assistant  Coordinator:  Registration  and  Information  (County)  8 
C R/C  District  Manager  25 

C Supervisor;  Registration  and  Information  (District)  30 

For  page  numbers  consult  the  Reference  List  on  pages  1 73-179. 
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Rfception/Care  Job  Descrjption 
Lodging-Shelter  Service 
(District  Level) 


Personnel  Position  No.  42 
DEPUTY  SUPERVISOR:  REGISTRATION 


a.  Assists  the  Supervisor  of  Registration  and  Information  to  discharge  his  responsibilities 
and  acts  as  the  Supervisor  of  Registration  and  Infonnation  in  the  absence  or  incapacity 
of  that  officer. 

b.  Acts  for  the  Supervisor  of  Registration  and  Information  in  organizing  and  carrying 
out  procedures  for  the  registration  of  displaced  persons  and  families  in  the  various 
Lodging  Sections  and  of  persons  assigned  to  institutions  and  other  special  care  facilities 
within  the  District. 

c.  Establishes  a central  registration  file  for  the  District  and  maintains  a system  for  prompt 
reporting  from  the  Lodging  Sections  of  lodging  assignments  and  reassignments  of 
individuals,  families,  and  members  or  organizational  groups  and  of  persons  assigned  to 
institutions  and  other  special  care  facilities. 

d.  Under  the  direction  of  the  Supervisor  of  Registration  and  Information: 

(1)  Takes  joint  action  with  the  Deputy  Supervisor  for  Lodging,  Deputy  Supervisor  for 
Financial  Assistance,  and  Deputy  Supervisor  for  Special  Care  Groups  to  improvise 
a registration  and  information  format  which  can  be  used  to  serve  the  common  pur- 
poses of  the  Registration  and  Information  Service,  the  Special  Services,  and  the 
Lodging  and  Shelter  Service. 

The  improvised  format  should  be  designed  for  recording  the  following  kinds  of 
information  on  a basic  registration  sheet  or  card  and,  as  necessary,  on  attachments 
to  the  basic  registration: 

(a)  Last  name  of  family  or  individual  person  registered  (a  .single  person  is 
considered  a family  of  one). 

(b)  Home  address  (pre-emergency  address). 


This  action  should  be  taken  in  the  absence  of  an  official  registration  form  or  a recommended  registration 
format  developed  at  the  State  or  County  level  prior  to  or  at  the  initiation  of  a crisis  relocation  operation 
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(c)  Family  memhers  with  the  last  name  assigned  to  the  same  emergeney  addiess 
in  tile  order  listed  below: 

- Man 

- Woman 

- Children  (in  descending  oriler  by  age) 

- Other  relatives 

The  first  and  middle  names,  age,  sex,  and  relationship  to  the  heail  ol  the 
family  should  be  reeorded  for  eaeh  member  of  the  family. 

(d  ) Assigned  lodging  address  (including  name  of  Congregate  Faeility,  where 
applieabie)  with  identifying  Distriet,  Seetion  and  Area  Codes. 

(e)  Householder’s  name,  if  assigned  to  a volunteered  residenee. 

(f)  Organizational  Group,  if  assigned  to  lodging  as  a member  or  members  ol 
an  officially  designated  organizational  group. 

(g)  Date  of  registration  and/or  assignment  to  the  lodging  facility. 

(h)  F.mployment  status  giving  special  skills,  emergency  work  assignments,  if 
any,  and  availability. 

(i)  Serious  health  or  medical  problems. 

(j)  Fmergency  hospitalization  or  medical  care. 

(k)  Fmergency  financial  assistance  or  assistance  in  kind. 

(l)  Assigned  shelter  facility. 

(m)  Lodging  rea.ssignments. 

(n)  Date  ol  departure  from  assigned  lodging. 

(o)  Relevant  notations,  comments  and  suggestions. 

(2)  Determines  jointly  with  the  Deputy  Supervisors  for  liuiuiry  Services  and  fi)r 
Information  and  Referral  the  space  required  to  serve  all  Registration  and  Informa- 
tion functions  in  the  District’s  respective  Lodging  Sections. 

(3)  Acquires  from  the  Lodging  Service  the  space  in  Lodging  Section  Headquarter 
Ofllces  aiul  subofllces  required  for  the  conduct  of  Registration,  Inquiry,  aiul 
Inibrmation  and  Referral  functions. 

(4)  Coordinates  with  the  Deputy  Supervisor  for  Inquiry  Services 

and  the  Deputy  Supervisor  for  Infonnation  and  Referral  the  organization  and 
technical  supervision  of  Registration  and  Information  personnel  assigned  tr>  Recep- 
tion Centers  and/or  Rest  Areas  (located  within  the  District)  to  perform  such  regis- 
tration and  information  functions  as  may  be  required  by  evacuees  processed  by  or 
passing  through  those  facilities. 

(5)  Fslablishes.  with  the  assistance  of  the  Assistant  Manager  for  Operational  Liaison. 

.1  procedure  with  the  Health  ami  Medical  Service  for  the  mutual  change  ol  d,ila 
.iiul  information  essential  to  the  maintenance  of  official,  up-to-date,  and  complete 
records  lor  each  Service  on  (ktsoiis  assigned  to  hospitals  or  receiving  other  medic.il 
nr  nursing  care,  and  to  assure  an  official  and  complete  emergency  rcei'rd  I't  de.ilhs 
and  burials  occurring  tiurmg  crisis  relocation. 


« 

I .iiiiily  iiioinhcrs  wilh  a ilillcroiu  Iasi  name  or  assigneil  lo  anolhcr  lodginf!  laeilily  iiiiisl  bo  logisloieil 
so(Mi.iloly  flicir  rogislralions  should  llioii  ho  cross-rorcroiieod.  whoro  loasihlo.  with  iho  rogislialioiis  ol  oihoi 
l.iiiiily  iiioiiihois 
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f.  ( oonlinates  with  the  Deputy  Supervisor  for  Loilgiii}:  tlie  plans  ami  procedures  for  tlie 
registration  of  individuals  and  families  assigned  to  Congregate  Facilities  and  Volunteered 
Residences  within  the  District,  including; 

( I ) Procedures  for  recording  changes  in  lodging  assignments  within  the  District. 

( 2)  Procedures  for  recording  the  transfer  of  individuals  and  families  assigned  to 

other  R/C  Districts  and  for  registering  individuals  and  families  transferred  in  from 
other  Districts. 

(3)  Procedures  for  processing,  transmitting,  and  maintaining  registration  forms  and 
other  official  records. 

f.  Coordinates  with  the  Deputy  Supervisor  for  Lodging  and  the  Deputy  Supervisor  for 
Shelter  plans  and  procedures  to  effect  those  changes  in  individual  and  family  registrations 
tiiat  would  be  required  by  conversion  from  Lodging  to  Shelter  operations  during  an 
attack  or  attack  alert. 

g.  Coordinates  with  the  Deputy  Supervisor  for  Special  Services  the  plans  and  procedures  tor 
the  registration  of  persons  assigned  to  institutions  and  other  special  care  lacilities  within 
the  District,  including  provision  for  the  recording  of  data  and  other  intonnation  ol 
special  significance  bearing  on  the  care  and  the  welfare  of  the  respective  individuals 
a.ssigned  to  such  facilities. 

h.  Recruits  qualified  persons  to  staff  registration  functions  at  the  District  Level  and  in  the 

Lodging  Sections,  and  provides  on-tlie-job  instruction  and  guidance  on  registration 

♦ 

requirements  and  procedures. 

i.  Provides  direction  and  technical  guitlance  and  assistance  to  the  Assistant  Supervisors  tor 
Registration  in  the  respective  Lodging  Section  of  the  District. 


*Oiiahricd  persons,  such  as  school  Icachots.  librarians,  office  managers  and  others  experienced  in  working 
with  people  and  familiar  with  recording  and  filing  systems,  should  be  recruited  from  both  the  resident  and 
evacuee  populations. 

In  l odging  Sections  seiving  orgam/atioiial  groups,  qualified  persons  within  such  groups  should  he  re- 
cruited aiul  used  whenever  possible. 
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Tables  of  Organi/ation 
Section  T 


Reception/Care  Job  Description 
Locipinp-Sbelter  Serv ice 
I District  Level) 


Personnel  Position  No.  43 
DEPUTY  SUPERVISOR:  INQUIRY  SERVK  LS* 

a.  Assists  tlie  Supervisor  of  Kepistration  ami  liilornialion  to  discharge  liis  responsibiliiies 

b.  Acts  as  the  Supervisor  oT  Registration  aiul  Inlbrmation  in  the  alisence  or  incapacity  ol 

both  the  Supervisor  ot  Registration  aiui  Inlorniation  and  tlie  Depute  Supercisor  Regislraiion. 

c Acts  for  the  Supervisor  of  Registration  and  Information  in  organi/ing  and  cariymg  out 

procedures  for; 

( 1 ) Receiving,  processing,  and  responding  to  iiuiuiries  from  outside  the  District  con- 
cerning the  locatirin  and/or  well-lieing  ol  individuals,  t.imihes,  or  groups  (resident 
and  evacuee)  within  or  possibly  within  tiie  District. 

(2)  Receiving,  processing,  and  responding  to  iiu|uiries  from  residents  and  evacuees 
within  the  District  concerning  the  specilic  whereabouts  aiuTor  well-being  ol 
individuals,  families,  orgi.vups  located  within  the  District 

(3)  Receiving  and  evaluating  the  urgency  ol  iiuiuiries  from  residents  and  evacuees 
within  the  District  concerning  individuals,  families,  and  groups  located  outside 
the  District  (in  other  Districts,  Divisions,  or  counties  wliich  may  or  mav  not  be 
known  to  the  iiuiuirers). 


*"liuniiry  .Services"  do  iiol  relate  lo  requests  foi  gener.d  iiilumialion  bill  s;Hviti,..ilK  lti  mqmiies 
seeking  lo  learn  the  wliereaboiits  of  individuals,  faniilies.  or  special  gioiips  toi  die  purpose  ol  lecciung  oi 
Iransiiiilling  inforiiialion  delerinined  lo  be  essenlial  lo  die  welTbeing  ol  die  inqunei.  die  peisons  niquned 
about,  or  both. 

**  The  wlieieaboiils  of  most  individuals,  fanulies,  and  groups  will  not  be  km'wn  lo  ibose  niakine  mquiiu  - 
aboul  diein  Tlierelore,  many  of  die  inquiries  received  will  be  seeking  lo  le.iiii  it  diose  inqimed  .iboiil  m i\ 
po.ssibly  be  localed  williin  die  Disliicl. 

***  The  processing  ot  inquiries  musi  be  keyed  lo  die  lealilies  ot  the  emeigencs  siin.ilion  including  ovei 
loaded  connnunic.ilion  facilities  and  die  disriiplion  ol  noim.il  mail  semces  Inquiries  oiiginaling  williin  the 
DlsIiicI  aboul  individuals,  families,  and  gioups  liualed  widiin  die  I'lslncl  can  be  processed  loulinelv  once  die 
regislialion  tiles  al  die  I odging  Seclion  and  (be  Disiricl  levels  have  been  sel  up  llowevei.  die  piocessing  ol 
large  numbers  of  inquiries  bevond  die  Disliicl  level  would  impose  diiricnll  il  not  msnrmounlable  pioblems 
dining  llie  aniicipaled  diiialion  ol  a Ciisis  Reloc.ilion  I iieiefoie,  onlv  inquiries  considered  "urgenr  and  Dc  nlv 
essenlial  foi  die  relief  ol  niuliie  anvielv  and  distress  .md  or  lo  assiiie  the  safely  and  well  being  ol  ibose  coiueined 
slionld  be  accepled  toi  pimessnu'  bevond  Ibe  ilisliicl 


(4)  Accepting  and  transmitting  “urgent"  inquiries  for  processing,  as  required: 

(a)  By  tlie  Inquiry  Services  of  other  Districts  within  the  Division. 

(b)  By  the  Inquiry  Services  of  Districts  within  other  Divisions  of  the  County. 

(c)  By  the  Registration  and  Information  Service  at  the  County  Level,  including 
referrals  to  the  Registration  and  Information  Services  of  other  Counties. 

d.  Under  the  direction  of  the  Supervisor  of  Registration  and  Information: 

( 1 ) Coordinates  with  the  Deputy  Supervisor  for  Registration  in: 

(a)  Improvising  an  inquiry  fonn  which  can  be  used  to  record  data  on  inquiries 
received  concerning  people,  including  actions  taken  and  final  dispositions  of 
inquiries.  The  improvised  inquiry  fonn  (a  card  or  sheet  of  paper)  should 
be  designed  to  record  the  following  kinds  of  information: 

- Name  and  pre-emergency  home  address  of  person  inquired  about. 

If  the  inquiry  is  about  more  than  one  person  in  a family,  the  head  of 
the  family  should  be  listed  as  indicated  above  and  the  full  names 
of  all  other  family  members  inquired  about  listed  below  that. 

- The  name  or  other  identifying  information  of  a special  group  inquired 
about  and  its  pre-emergency  address,  if  any  (i.e.,  a nursing  home, 
orphanage,  or  other  insititutional  group). 

- Identity  of  Lodging  Section  and  Reception  and  Care  District  in  which 
inquiry  originated. 

- Information  sought  and  date  of  inquir>'. 

- Information  furnished,  date,  and  signature  or  initials  of  worker  pro- 
viding the  information. 

- Name  and  current  address  of  person  making  inquiry  . 

(b)  Hstablishing,  as  an  adjunct  to  the  central  registration  file  for  the  District,  a 
section  for  inquiries  including  a “tickler  file"  of  unfinished  iiu)uiries  to  direct 
attention  to  further  action  that  is  required  at  a specific  time. 

(c)  Hstablishing  procedures  governing  the  use  of  the  Central  Registration  file  as 
a source  of  information  from  which  to  answer  incoming  inquiries  concerning 
the  whereabouts  and  well-being  of  individuals  and  families. 

(2)  Determines  Jointly  with  the  Deputy  Supervisors  for  Registration  and  for  Inlormation 
and  Referral  the  space  required  to  serve  all  Registration  and  Infonnation  functions 
in  the  Districts’  respective  Lodging  Sections,  and  acquires  from  the  Lodging  ,Ser\ice 
space  in  Lodging  Section  Headquarter  Offices  and  suboffices  required  for  the 
conduct  of  Registration,  Inquiry,  and  Information  and  Referral  functions. 

(3)  Coordinates  with  the  Deputy  Supervisor  for  Registration  and  the  Deputy  Siipervisoi 
for  Information  and  Referral  the  organization  and  technical  supervision  of  Registi.ition 
and  Information  personnel  assigned  to  Reception  Centers  and/or  Rest  Areas  located 
within  the  District,  to  perform  such  registration  and  information  functions  as  may  be 
required  by  evacuees  processed  by  or  passing  through  those  facilities 

♦ 

Hus  aclion  slioiilil  he  laken  in  the  absence  of  an  official  inquiry  form  or  iccomineiklerl  loimal  ilevelopeU 
at  the  .Slate  or  Connlv  level  prior  to  or  at  tire  iirilialion  of  a crisis  rclocalroir  operalioir 


(4)  Coordinates  witli  the  Dputy  Supervisor  for  Information  and  Referral  in: 

(a)  Obtaininp  from  tlie  Deputy  Supervisor  for  Special  Care  Groups  a list  ol 

all  established  institutions  and  emergency  special  care  groups  located  within 
the  District,  including  the  names  and  kinds  of  facilities,  their  locations,  the 
numbers  of  regular  and/or  emergency  inhabitants,  and  such  other  inlormatiun 
as  will  facilitate  the  processing  of  iiuiuiries  and  the  provision  ot  operational 
information  and  referral  services. 

(b)  Obtaining,  with  the  assistance  ot  the  Assistant  Manager  tor  Operational  Liaison, 
a list  from  the  Health  and  Medical  Service  ot  all  established  hospitals,  emer- 
gency hospitals,  ami  auxiliary  medical  tacilities  located  within  the  District, 
including  their  names  and  locations,  the  numbers  ol  patients,  and  such  other 
information  as  will  facilitate  the  processing  ol  inquiries  and  the  provision  ol 
operational  information  essential  to  the  lunctionsot  the  Inquiry  and  the 
Information  and  Referral  Services. 

( 5)  Recruits  qualified  persons  to  staff  inquiry  functions  at  the  Di.strict  Level  and. 
as  required,  in  the  Lodging  Sections,  and  provides  on-the-job  instruction  and 
guidance  on  inquiry  requirements  and  procedures. 


‘Mature  men  ami  women,  experienced  in  meeting  llie  public,  wilh  inlervicwing  experience  it  possible, 
should  be  recruited  from  both  the  resident  and  evacuee  populations. 

Where  feasible,  qualified  persons  from  organi/alional  groups  stiould  be  recruited  and  used  to  scivc 
members  of  their  groups. 
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Section  H 


Receptit)n/Care  Job  Description 
Registration  and  Intormatioii 
Service 

(District  Level) 


Personnel  Position  No.  44 

DEPUTY  SUPERVISOR: 
INFORMATION  AND  REFERRAL 


Assists  the  Supervisor  of  Registration  and  Information  in  discharging  his  responsibilities. 

Acts  tor  the  Supervisor  of  Registration  and  Information  in  planning,  organizing,  and 
carrying  out  procedures  for  assembling  and  releasing  within  the  District  official  and  general 
operational  intormation  and  instructions  relating  to  emergency  conditions,  emergency 
recjuirements.  and  the  availability  and  use  ot  emergency  facilities  and  services.* 

Under  the  direction  of  the  Supervisor  of  Registration  and  Information: 

( 1 ) Obtains  through  the  Assistant  Manager  for  Operational  Liaison  the  overall  policies 
and  procedures  established  by  Direction  and  Control  to  govern  the  acquisition  and 
issuance  of  official  public  information  and  instmctions  within  the  County. 

(2)  Obtains,  with  the  assistance  ot  the  Assistant  Manager  for  Operational  Liaison, 
official  general  and  operational  information  and  instructions  issued  and/or  to  be 
issued  by  Direction  and  Control  for  dissemination  throughout  the  County  through 
administrative  and  operational  channels  or  the  ma.ss  media. 

(3)  Obtains  from  the  District  Manager  the  general  Reception  and  Care  information 
and  instructions  authorized  at  the  District,  the  Division  or  the  County  Level  tor 
dissiemination  to  evacuees  ami  the  host  area  population. 


General  operational  intormation  and  instructions  include  official  public  information  and  instructions 
released  by  Direction  and  Control  at  the  County  Level  through  administrative  and  operational  channels 
and/or  the  mass  media,  and  supplementary  or  other  information  and  instructions  of  a general  natuie  issued 
by  Reception  and  Care  at  the  County  and/or  District  Level  and  relating  specifically  to  Reception  and  Care 
operations  and  resources. 

Information  and  Referral  disseminates  official  public  information  and  instructions  issued  through 
administrative  and  operational  channels  and  supplements  public  information  and  instructions,  issued  through 
the  mass  media,  to  ensure  that  the  host  area  pirpulation  and  all  evacuees  receive  aiul  understand  all  otlicial 
public  information  and  instructional  releases. 


(4)  CoorJmak-s  with  the  Deputy  Supervisor  tor  Inquiry  Services  in: 

la)  Ohtaimnt!  Iroin  the  Deputy  Supervisor  for  Special  ('are  (iroups  a list 

ol  all  estahlished  institutions  and  special  emergency  care  groups  located 
within  the  District,  including  the  names  and  kinds  of  facilities,  their 
locations,  the  luimhers  of  regular  and/or  emergency  inhabitants,  and  such 
other  inlornialion  as  is  needed  tor  the  proces,sing  ot  inquiries, 

(b)  Obtaining,  with  the  assistance  of  the  Assistant  Manager  for  Operational 
laaison,  the  following  information  from  the  Health  and  Medical  Sercice, 
to  facilit.ite  the  provision  of  operational  information  and  referral  services 
and  the  processing  of  inquiries; 

- i:stabli,shed  hospitals  and  their  locations. 

' Emergency  hospitals  and  auxiliary  medical  and  nursing  facilities 
anil  their  locations. 

- First  aid  and  emergency  medical  care  centers,  their  locations, 
and  hours  of  operation. 

- Availability,  services,  and  procedures  for  procurement  of  neces- 
sary drugs  and  pharmaceuticals. 

- ('riteria  and  procedures  for  assignment  and  emergency  movement 
of  critically  ill  and  injured  to  designated  hospitals. 

- Plans  for  the  provision  of  medical  self-help  training. 

- Health  and  sanitation  standards  and  requirements  plus  plans  and 
procedures  for  periodic  health  and  sanitation  inspectors. 

(c)  Obtaining,  with  the  assistance  of  the  Assistant  Manager  for  Operational 
Liaison,  the  communication  facilities  and/or  services  from  Direction  and 
Control  which  will  facilitate  prompt  and  efficient  transmittal  ol  inquiries 
and  responses  and  of  general  and  operational  information  essential  to  the 
functions  of  the  Information  and  Referral  Service  and  the  lnquir\  Sers  ices. 

(5)  Obtains,  with  the  assistance  of  the  Assistant  Manager  for  Operational  I laison.  essen- 
tial information  and  instructions  concerning  services,  facilities,  and  requirements 

listed  under  the  following  Fmergency  Oovernment  Services: 

(a)  Public  Safety  Service 

- Staging  areas  and  pass  system  lor  essential  workers  who  ci'mmute 
to  risk  area. 

- Designated  parking  areas  and  rules  and  procedures  governing  their  use 

- Traffic  control. 

- Police  coverage  of  parking  areas,  congregate  lodgings,  and  mass  leeding 
facilities. 

- Street  patrols  and  police  surveillance  of  lodging  areas,  special  caie 
facilities,  special  service  centers,  and  other  Reception  ( are  laiiliiies 
( as  required). 

(b)  Fire  and  Rescue  Service 

- I inergeney  requirements  for  fire  prevention  .md  control 


- Special  fire  safety  measures  in  congregate  lodgings,  mass  feeding 
taeilities,  special  care  facilities,  and  other  Reception/Care  facilities 
(as  required). 

- Fire  safety  patrols  and  surveillance  throughout  the  Residential  Areas. 

(c)  Resource  and  Supply  Service 

- Food  supplies  and  retail  outlets  or  other  tiesignated  distribution 
centers. 

- Rationing  of  water,  food,  power,  fuel  or  other  essentials. 

- ('ollection  and  disposal  of  trash  and  garbage. 

- Bus  service  or  other  fomis  of  transportation  for  evacuees  and  residents 
with  and/or  without  other  available  means  of  transportation. 

- Use  of  evacuees  in  augmenting  the  emergency  labor  force. 

(b)  Obtains  from  Lodging  and  Shelter.  Special  Services,  Personal  Services  and  ('lothing, 
and  Feeding  Services,  at  the  District  Level,  essential  information  and  instructions 
concerning: 

(a)  Types  and  locations  of  Reception  and  Care  facilities  and  the  kinds  of  emer- 
gency assistance  and  services  available  through  those  facilities  to  evacuees 
and/or  residents. 

(b)  Policies,  eligibility  requirements  and  procedures  governing  the  use  of  Reception 
and  Care  facilities  and  the  provision  of  Reception  and  Care  assistance  and 
services. 

(7)  Fstablishes  procedures  with  all  sources  to  assure  that  general  and  operational 
information  and  instructions  are  constantly  updated,  as  circumstances  and 
developments  require. 

(8)  IX'termines  jointly  with  the  Deputy  Supervisors  for  Registration  and  for  Inquiry 
Services  the  space  required  to  sene  all  Registration  and  Information  functions  in 
the  District's  respective  Lodging  Sections,  and  acquires  from  the  Lodging  Service 
the  space  that  is  required  in  Lodging  Headc|uarters  Offices  and  suboffices  for  its 
conduct  of  Registration,  Inquiry,  and  Information  and  Referral  Services. 

(9)  Fstablishes  an  Information  and  Referral  Unit  in  Reception  Centers  and/or  Rest 
Areas  (located  within  the  District),  and  coordinates  with  the  Deputy  Supenisor 
for  Regulation  and  the  Deputy  Supervisor  for  Inquiry  Services  the  assignment  and 
technical  supervision  of  the  Registration  and  Information  personnel  assigned  to 
perform  such  registration  ami  information  functions  as  may  be  required  by  evacuees 
processed  by  or  passing  through  those  facilities. 

d.  Organizes  an  Information  and  Referral  Center  at  the  District  lleadipiarters  and  establishes 
a central  file  containing  essential  info/mation  and  mstructions  relating  to  all  Reception 
and  Care  facilities  and  services  and  other  comnuimty  resources  available,  botli  inside 
and  outside  the  District,  to  evacuees  anil,  as  required,  to  the  population  of  the  host  area 
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Establishes  subcenters  for  Information  and  Referral  at  the  headquarters  of  the  Lodging 
Sections  and  provides  them  with  basic  and  updated  information  and  instructions  relating 
to  emergency  conditions,  the  status  of  emergency  operations,  and  the  facilities,  services, 
and  other  resources  available  to  evacuees  and  residents. 

f.  Provides  support  to  the  Assistant  Supervisors  for  Information  and  Referral  m the  Lodging 
Sections  by  responding  to  their  requests  for  additional  information  and  instructions, 

and  to  their  requests  for  referral  of  individuals  and  families  to  resources  outside  the  re- 
spective Lodging  Sections  or  the  District. 

g.  Prepares,  for  general  distribution  throughout  the  District,  summaries  setting  forth  the  nature 
of  the  emergency,  the  status  of  emergency  operations,  special  instructions  for  the  public, 
and  the  kinds  and  locations  of  resources  available  to  evacuees  and  the  host  area  population. 

h.  Under  the  supervision  of  the  Supervisor  of  Registration  and  Information: 

( I ) Coordinates  with  the  Deputy  Supervisor  for  (juidance  and  Counsel  plans  and 
procedures  for  the  referral  of  evacuees  detemiined  through  the  registration  pro- 
cess or  by  Information  and  Referral  Centers  to  have  special  needs  and  problems 
requiring  individuali/.cd  attention. 

( 1)  Recruits  qualified  persons  to  staff  information  and  referral  functions  at  the  District 
Level  and.  as  required,  in  the  Lodging  Sections,  and  provides  on-the-job  instruction 
and  guidance  on  information  and  referral  requirements  and  procedures, 
t.f)  Provides  direction  and  technical  guidance  and  assistance  to  the  Assistant  Supemsors 
fer  Information  and  Referral  in  the  respective  Lodging  Sections  of  the  District. 


♦ 

M,iturc  men  and  women,  experienced  in  meeting  the  public,  with  interviewing  expetiencc  it  possd'lc. 
should  be  recruited  from  both  the  resident  and  evacuee  populations.  Staff  in  key  positions  should  be  well 
groiindeil  in  overall  emergency  operations  and  should  have  knowledge  of  eslahlished  community  resouices 
as  well  as  of  special  emergency  resources. 

Where  feasible,  qualified  persons  from  organi/alional  groups  should  be  used  to  serve  members  ol  then 
groups. 


nibk's  ol  Orgaiii/ation  Kcicption  Cari'  Job  Description 

Section  b Reg  stration  ami  Ittlormation 

Service 

(l.oilging  Section  Level) 

Personnel  Position  No.  45 

ASSISTANT  SUPERVISOR  OF  REGISTRATION: 

LODGING  SECTION  NO.  1* 


a.  Is  directly  responsible  to  the  Deputy  Supervisor.  Registration  fo''  the  establishment 

ot  the  Section’s  Registration  File  and  the  registration  of  displaced  persons  and  families 
in  Lodging  Section  No.  1,  including  persons  assigned  to  institutions  and  other  special 
care  facilities  within  the  Section. 

b.  With  the  Assistant  Supervisor:  Information  and  Referral,  establishes  a joint  central 
otiice-prelerably  within  the  Lodging  Section's  headquarters  building-  from  which  to 
direct  and  carry  on  registration,  inquiry,  and  information  and  referral  services  for 
evacuees  and  residents  of  the  Lodging  Section. 

c.  Coordinates  with  the  Deputy  Supervisor  for  the  Lodging  Section  the  implementation 
ol' District  registration  procedures  and  the  maintenance  of  a system  of  liaison  and 
referral  with  the  Managers  of  Congregate  Facilities,  Lodging  Aides  for  Residential 
Areas,  and  the  Assistant  Supervisors  for  Special  Care  Facilities-to  assure  that  the 
.Section’s  Registration  File  is  quickly  set  up  and  contains,  at  all  times,  an  up-to-date 
record  of  lodging  and  shelter  assignments  and  reassignments  of  individuals,  families, 
and  members  of  organizational  and/or  special  care  groups. 

d.  Carries  out  procedures  established  by  the  Deputy  Supervisor:  Registration  to  provide 
the  Central  Registration  F.-'*'  at  the  District  Level  with  duplicate  copies  of  completed 
registration  forms  (or  comp  irable  information),  plus  prompt  notification  of  changes  in 
lodging  assignments  and  other  pertinent  facts  and  information  relating  to  registered 
individuaLs,  families,  and  members  of  organizational  and/or  special  care  groups. 

e.  Under  the  technical  supervision  of  the  Deputy  Supervisor  for  Inquiry'  Services  at  the 
District  Level,  functions  for  the  Inquiry  Services  within  the  Lodging  Section  and  coordi- 
nates plans  and  procedures  with  the  Assistant  Supervisor:  Information  and  Referral 
and  the  Assistant  Supervisor:  (iuidance  and  Cotinsel,  to: 

W 

Reception  and  Care  Districts  usually  have  two  or  more  Lodging  Sections.  The  responsibdilies 
and  functions  set  forth  apply  in  all  Urdging  .Sections. 

Inquiries  from  within  a Lodging  Section  about  individuals,  families,  and  groups  within  that  .Section 
most  likely  will  be  limited  in  number  and  easily  answered  Irom  information  available  in  the  Section's  regis- 
tration nie. 

Inquiries  crossing  Section  and  District  lines  should  be  referred  to  Inquiry  Services  at  the  District  level 
for  evaluation  and/or  proces.sing. 


12.S 


( 1 ) Process  and  respond  to  iniiiiiries  I'rom  sources  within  tlie  Lodging  Section 
concerning  the  specific  wliereabouts  and  weli-heing  of  individuals,  families,  or 
groups  (resident  and  evacuee)  located  within  the  Section. 

(2)  Refer  inquiries  from  sources  within  the  Lodging  Section  concerning  the 
whereabouts  and  well-being  of  individuals,  families,  or  groups  located  outside 
the  Section  to  the  Inquiry’  Services  at  the  District  Level  for  processing. 

(3)  Provide,  at  the  request  of  the  District  Inquiry  .Services,  information-concerning 
individuals,  families,  or  groups  located  within  the  Lodging  Section -necessary  to 
reaffirm  or  supplement  information  available  in  the  District  Central  Registration 
File. 

Exchanges,  in  accordance  with  procedures  established  by  the  Deputy  Supervisor  for 
Registration,  data  and  inlbrmation  with  the  Health  and  Medical  Service  concerning 
persons  in  the  Lodging  Section  assigneil  to  hospitals  or  receiving  other  medical  and 
nursing  care. 

Recruits  and/or  assigns  personnel,  as  requested  by  the  Deputy  Supervisor  for  Registration, 
to  help  staff  Registration  and  Information  functions  at  Reception  Centers  and/or  Rest 
Areas  located  within  the  District. 

Obtains  i|ualifieil  staff  through  the  Deputy  Supervisor  for  Registration  and'or  recruits 
and  trains  qualifieil  and  competent  persons  from  residents  and  evacuees  in  the  Lodging 
•Section. 

Proviiles  on-the-jv)b  instruction  and  guidance  on  registration  requirements  and  procedures, 
as  rei|uired,  to  the  Managers  and  other  ofUcials  of  Congregate  Facilities,  to  Lodging  Aides 
for  Residential  Areas,  atui  to  the  Assistant  Supervisor  for  Special  Care  Facilities  and  or 
their  designees. 

Coordinates  with  Lodging  Aiiles,  Man.igers  of  Congregate  Facilities,  ami  Assistant  Supci- 
visor  for  Speci.il  Care  f acilities  within  the  Section  the  plans  for  updating  or  making 
other  necessary  adjustments  m registr.itions  during  possible  shelter  operations. 
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I'.ihics  ul  Organi/alion 
Section  1 


Reccption/Carc  Joli  Description 
Registration  anil  Inlorniation 
Service 

(Lodging  Section  Level) 


Personnel  Position  No.  46 

ASSISTANT  SUPERVISOR  OF  INFORMATION  AND  REFERRAL: 
LODGING  SECTION  NO.  I * 


a.  Is  directly  responsible  to  the  Deputy  Supervisor:  Infonnation  and  Referral  in  carrying 
out  procedures  for: 

( 1 ) Disseminating  within  the  Lodging  Section  official  general  and  operational 
information  and  instructions  issued  by  Direction  and  Control  tor  dissemination 
throughout  the  County. 

(2)  Issuing  (within  the  Lodging  Section)  official  Reception  and  Care  Information  and 
instructions  authorized  at  the  District,  the  Division,  or  the  County  level  for 
dissemination  to  evacuees  and  the  host  area  population. 

(3)  Collecting  and  releasing  (witliin  the  Lodging  Section)  information  and  instructions 
relating  specifically  to  the  emergency  situation  within  the  Section,  and  to  the  use 
of  both  on-going  and  emergency  facilities  and  services  available  to  the  evacuee  and 
resident  populations  of  the  Lodging  Section. 

b.  With  the  Assistant  Supervisor:  Registration,  establishes  a joint  central  otfice-prelerably 
within  the  Lodging  Section's  headquarters  building-from  which  to  direct  and  carry 

on  registration,  inquiry,  and  information  and  referral  services  for  evacuees  and  residents 
ol  the  Lodging  Section. 

c.  Co  ordinates  with  the  Deputy  Supervisor  for  the  Lodging  Section  the  plans  and  procedures 
to  utilize  Reception  and  Care  administrative  channels  and  operating  .services  within  the 
Section  to  assemble  and  i.s,sue  emergency  information  and  instructions,  including: 

( 1 ) Announcements  and  instructions  over  public  address  systems,  or  in  person,  in 
congregate  lodging  facilities,  mass  feeding  stations,  special  care  facilities,  and  other 
service  centers. 

(2)  Placement  of  signs,  posters,  and  other  types  of  printed  information  and  direc- 
tions on  bulletin  boards  and  in  other  strategic  locations  throughout  the  Lodging 
Section. 

( t)  Dissemination  of  written  statements  setting  forth  essential  infonnation  and 
instructions  for  evacuees  and/or  residents  ot  the  Lodging  Section. 


*Ki\cplii)ii  and  ( arc  Disiricl.s  usually  have  two  or  more  la'iluing  .Seelions.  Ihe  responsibilmes  and 
IniKlions  sel  loilli  apply  in  all  I odging  .Seilions, 
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(4)  (\)ndiict  or  group  meetings  in  Residential  Areas  and  in  Congregate  and  Special 
Care  Facilities  to: 

(a)  Convey  information  and  proviiie  directions. 

(h)  Interpret  aiul  clarify  operating  policies,  requirements,  and  procedures. 

(c)  Discuss  emergency  conditions  and  receive  recommendations  and  suggestions 
from  the  resident  and  evacuee  populations. 

d.  Sets  up  a central  file  containing  essential  information  and  instructions  relating  to  all 
facilities  and  services,  both  inside  and  outside  tlie  Lodging  Section,  that  are  available 
to  evacuees  and  residents  of  the  Section. 

e.  Coordinates  with  the  Assistant  Supervisor;  Registration  and  the  Assistant  Supervisor; 
(iiiidance  and  Counsel  in  providing  support,  as  required,  to  the  conduct  ol  Inquiry 
Services  within  the  Lodging  Section. 

f.  Refers  individuals,  families,  and  groups  to  Reception  and  Care  and  other  resources 
available  within  the  Lodging  Section  and/or  to  those  resources  outside  the  Section, 
as  authorized  through  the  Deputy  Supervisor  for  Information  and  Referral  at  tlie 
District  Level. 

g.  Coordinates  with  the  Section’s  Assistant  Supervisor  for  Guidance  and  Counsel  the 
plans  and  procedures  to  facilitate  referral  of  evacuees  determined  through  the  Informa- 
tion and  Referral  processes  to  have  emergency  problems  and  needs  requiring  iiuliv  lu’ual- 
ized  attention. 

h.  Coordinates,  with  Lodging  Aides  and  Managers  of  Congregate  Facilities  within  the 
Section,  plans  for  the  provision  of  essential  information  and  referral  services  during 
possible  shelter  operations. 

i.  Recruits  and/or  assigns  personnel,  as  requested  by  the  Deputy  Supervisor  for  Information 
and  Referral,  to  help  staff  Registration  and  Information  functions  at  Reception  ( enleis 
and/or  Rest  Areas  located  within  the  District. 

j.  Obtains  qualified  staff  through  the  Deputy  Supervisor  for  Information  and  Referral 
atul/or  recruits  and  trains  competent  persons  from  residents  and  evacuees  in  the  Lodging 
Section. 

k.  Provides  on-the-job  instruction  and  guidance  on  information  and  referral  responsibilitic' 
and  procedures,  as  required,  to  the  Managers  and  other  officials  of  Congregate  I aciliiies 
to  Lodging  Aides  for  Residential  Areas,  and  to  the  Assistant  Supervisors  for  Special  ( .ne 
Facilities  and/or  their  ilesignees. 
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F. 

WELFARE-SHELTER  OPERATIONS 
FEEDING  SERVICE 

( Vertical  Organization) 

Other  relevant  job  descriptions  appearing  elsewhere  in  this  docninent  are: 


Section  Position  Number 

A Deputy  Coordinator  Welfare-Shelter  Operations  (County)  2 

A Assistant  Coordinator:  Feeding  (County)  7 

C R/C  District  Manager  25 

1)  Supervisor:  Feeding  ( District)  2*^ 


For  page  numbers,  consult  the  Reference  List  on  pages  1 73-1  79. 


lahlos  ol  Organi/atiun 
Section  I- 


Reeeption/Care  Joh  Deseiiption 
f'ceding  Serv  ice 
(District  Level) 


Personnel  Position  No.  47 

DtPUTY  SUPERVISOR:  FIXED  FEEDING  STATIONS 


a.  .Assists  the  Supervisor  of  Feeding  to  discharge  his  responsibilities  and  acts  as  the 
Supervisor  of  Feeding  in  tlie  absence  or  incapacity  of  that  ofllcer. 

b.  Acts  tor  the  Supervisor  of  Feeding  in  the  selection,  planning,  readiness,  and  operation 
of  all  fixed  emergency  feeding  stations  in  the  R/C  District,  including  the  following 
types  of  facilities: 

( 1 ) Restaurants,  cafeterias,  hotel  and  motel  dining  rooms,  transportation  terminals, 
and  similar  types  of  commercial  eating  places. 

(2)  School  cafeterias,  churches,  lodge  and  other  community  halls  having  facilities 
(or  preparing  arul  serving  food. 

(,D  Space  in  buildings  (without  feeding  facilities)  which  can  be  equipped,  as  neces- 
sary. to  serve  food  prepared  elsewhere. 

c.  Under  the  direction  of  the  Supervisor  of  Feeding,  works  with  the  Deputy  Supervisor 
Mobile  Units  in  the  selection,  planning,  readiness,  and  operation  of  small  roadside 
diners,  drive-ins.  anil  catering  firms  which  are  to  be  used  as  canteen  stations,  as  auxiliarv 
kitchens  for  preparing  food  for  delivery  to  central  feeding  stations  and  'or  mobile 
feeding  units,  and  as  central  distribution  points  for  emergency  feeding  supplies. 

d.  ('oordmates  plans  and  operations  with  the  Deputy  Supervisor;  Special  ('are  Groups 

(Special  Services)  in  (irov  iding  for  the  feeding  requirements  of  special  care  groups 

.issigned  to  congregate  lodgings  and/or  other  central  feeding  stations,  and.  as  required. 

* 

in  establishing  leeding  services  in  special  care  lacilities. 

e.  Under  the  direction  of  the  Supervisor  of  Feeding,  coordinates  support  provided  to 
Fixed  Feeding  Stations  .ind  their  auxiliary  units  by: 

( 1 ) Resource  ,uul  Supply  Service. 

(2)  Health  and  Medical  Service. 

( .D  I’nblic  Service  Service 
(4)  Fire  .Service, 


*.Speci.il  earo  groups  may  iiidiiilc  the  aged  and  mfiiiii,  ehroiiK.dlv  ill,  ml.mis.  miisine  and  espe.-l.nil 
inollieis.  die  sick  .ind  iiiinre.l.  and  olheis  with  speei.d  leedmg  le.pniemenls 
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* lo  the  cxtenl  possible,  food  service  personnel  associated  willi  an  esiablislied  lood  piepaiaiion  ,iiul;oi 
tood  service  laeilily  should  foriii  llie  nucleus  of  (lie  eiiicrgeney  feedinp  slall  lor  llial  lacilily  Supplenieiil.ii  v 
staff  can  be  reciuilcd  from  evacuee  feeding  personnel,  voluntary  oigani/alions  and  groups,  individual  volun 
teers.  etc. 
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I'ahk's  ol  Organization 
Section  F 


Reception, Care  Job  Description 
I'eeilinp  Ser\  ice 
(District  Level) 


Personnel  Position  No.  48 
DEPUTY  SUPERVISOR  SUPPORT  UNITS 


a.  Assists  the  Supervisor  of  Feeding  to  discharge  liis  responsibilities. 

h.  Acts  as  the  Supervisor  of  Feeding  in  the  absence  or  incapacity  ol  both  the  Supervisor 

of  Feeding  and  the  Deputy  Supervisor:  Fixed  Feeding  Stations. 


Under  the  direction  of  the  Supervisor  of  Feeding; 

( 1 ) With  technical  guidance  and  assistance,  as  retiuired,  from  the  Assistant  Manager 
for  Operational  Liaison,  works  with  the  Health  and  Medical  Service  and  with 

the  SupervLsors  of  Lodging  and  Special  Services  to  determine  the  need  throughoui 
the  R/C  District  for  emergency  feeding  support  units. 

(2)  Organizes  and  assigns,  as  reipiired,  individual  feeding  personnel,  emergency  teedmg 
cadres,  and  emergency  feeding  equipment  and  supplies  to  hospitals,  nursing  homes 


and  other  institutionalized  or  special  care  lacilities  (witli  established 


feeding  services) 


requiring  supplementary  teevling  assistance  and  services. 

(3)  Coordinates  the  provision  of  supplementary  equipment  aiul  supplies  to  emergeiKV 
feeding  support  units  by  the  Resource  aiul  Supply  ,Service. 

(4)  Works  with  the  Deputy  Supervisors  for  Fixed  Feeiling  Stations  and  Mobile  Units 

in  determining  overall  staff  reciuirements  and  in  recruiting  and  allocating  personnel, 
as  necessary,  to  best  meet  all  emergency  feeding  requirements. 


Tables  of  Orgaiii/.ation 
Seetion  T' 


Reception /('are  Job  Descnpiion 
Teeilinu  Service 
(District  Level) 
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Personnel  Position  No.  49 
DEPUTY  SUPERVISOR  MOBILE  UNITS 


a.  Assists  the  Supervisor  of  Feeding  to  disdiarge  his  responsibilites. 

b.  Under  the  direction  of  the  Supervisor  of  Feeding  and  with  teclinical  guidance  and 
assistance  from  the  Assistant  Manager  for  Operational  Liaison: 

( 1 ) Coordinates  planning  with  other  Emergency  Services  and  Offices  to  determine 
Reception  Centers,  Rest  Areas,  Registration  Centers  and  other  designated  loca- 
tions within  the  R/C  District  at  which  mobile  feeding  services  will  be  required. 

(2)  As  necessary,  utilizes  support  functions  of  the  Resource  and  Supply  Service, 

Health  and  Medical  Service.  Public  Safety  Service,  and  Fire  Service. 

c.  Acts  tor  the  Supervisor  of  Feeding  in  planning,  organizing,  and  overseeing  all  mobile 
feeding  operations  within  the  R/C  District,  including,  as  required,  the  following  types 
of  Mobile  Units. 

( 1 ) Mobile  Canteen;  Usually  a one-vehicle  unit  equipped  only  for  transporting  ,ind 
serving  lood  that  has  been  prepareil  elsewhere,  (ienerally  provides  snack-type 
meals,  inchuling  coffee  and  other  common  beverages,  for  a brief  period  of  time 

(2)  Mobile  Kitchen:  A one-vehicle,  self-contained  transportable  unit  equipped  to 
prepare  and  .serve  food  at  any  h'cation.  Generally  provides  simple  hol-dish 
meals.  It  cairies  its  own  storage  for  water,  fuel,  and  food  supplies. 

(.D  Mobile  Feeding  Convoy:  It  is  comprised  of  a number  of  vehicles  that  are  fully 
equipped  to  transport  the  food  supplies,  fuel,  water  and  othei  necessary  equip- 
ment for  preparing  and  serving  simple  meals  to  large  numbers  of  persons. 

d.  Under  the  direction  ol  the  .Supervisor  of  F'ceding,  works  with  the  Deputy  Supervisoi: 

Fixed  Feeding  Stations  in  the  selection,  planning,  readiness,  and  operation  of  small 
roadside  diners,  drive-ins,  and  catering  firms  which  can  be  used  as  canteen  stations  .md 
as  auxiliary  kitchens  for  preparing  food  for  delivery  to  central  feeding  stations  .nuLor 
mobile  feeding  units. 

e.  Linder  the  direction  of  the  Supervisor  of  l/mergency  Feedme,  works  with  the  Deputy 
Supervisors  for  F'ixed  Feeding  Stations  and  Siippi'rl  I'niis  m ilelerminii'g  over. ill  sialt 
requirements  .md  in  recruiting  and  allocating  personnel,  as  necess.irv . to  best  meet  .ill 
emergency  feeiling  re()uirements. 

♦ 

F.icli  vehicle  of  Ihc  mi'liile  food  convoy  Heel  has  a specific  use,  siuh  as  III  an  ollice  lo'  ihe  convov  si.ill 
( 2)  slorage  ol  food  supplies  and  ulensils;  ( t)  waler  slorago,  l-tl  relrigeialed  si o rage.  I s)  tiserl  ir.inspoii  lot  nUuc' 
ovens,  grills,  and  oilier  large  cooking  eipiipinenl;  and  ((>1  a roving  canleen  ih.o  can  seivc  the  lood  prep.iied  in  iln- 
convoy  kilehen. 
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I'alik's  of  Organization 
Section 


Reccption/Carc  Joh  Description 
Feeding  Service 
(District  Level) 


Personnel  Position  No.  50 

ASSISTANT  SUPERVISOR;  FEEDING  STATION  NO.  1* 


a.  Is  responsible  for  the  organization,  readiness  and  operation  of  his  assigned  feeding 
station  in  accordance  with  its  assigned  mission  by  the  Deputy  Supervisor:  Fixed  Feeding 
Stations. 

( 1 ) Tlie  Assistant  Supervisor  for  a feeding  station  operated  within  or  as  an  integral 
part  of  a congregate  lodging  or  special  care  facility  is  under  the  technical  direction 

of  the  Deputy  Supervisor:  Fixed  Feeding  Stations  and  the  administrative  supen’ision 
of  the  facility  manager. 

(2)  The  Assistant  Supervisor  for  a feeding  station  not  operated  within  or  as  an  integral 
part  of  a congregate  lodging  or  special  care  facility  is  under  both  the  administrative 
and  technical  direction  of  the  Deputy  Supervisor:  Fixed  Feeding  Stations. 

b.  Cooperates  with  the  Deputy  Supervisor's)  for  the  Lodging  Section(s)  served  by  his 
feeding  station  to  provide  emergency  feeding  (as  required)  for  individuals  and  families 
assigned  lodging  in  volunteered  residences. 

c.  In  addition  to  refugees  lodged  in  congregate  facilities  and  volunteered  residences,  the 
Feeding  Station  serves  as  a feeding  facility  for  volunteer  workers  assigned  to  that  Station 
for  their  meals  by  the  Deputy  Supervisor;  Fixed  Feeding  Stations  and/or  as  directed 
through  the  chain  of  command  by  the  Supervisor  of  Feeding  and  the  Manager  of  the 
R/C  District. 

d.  Under  the  supervision  of  the  Deputy  Supervisor:  Fixed  Feeding  Stations,  cooperates 
with  the  Deputy  Supervisor:  Special  (/are  Groups  to  assure  that  the  feeding  require- 
ments of  any  special  care  groups  served  by  his  Feeding  Station  are  adequately  met. 

e.  Through  the  Deputy  Supervisor;  Fixed  Feeding  Stations,  requests  and  utilizes  support 
functions  provided  by: 

( I ) Resource  and  Supply  Service 
( 2)  Health  and  Medical  Service 
(.))  Ihiblic  Safety  Services 
(4)  Fire  Service 

*An  R Di.slricl  may  have  one  or  more  Fixed  Feeding  .Slalion.s,  Ttie  basic  responsibility  ol  all  Assist ani 
■Supervisors  in  charge  of  F'ixed  Feeding  Stations  is  essentiallv  the  same.  However,  some  liinclions  will  leqimc 
grealei  or  lesser  emphasis  depending  on  whether  a given  station  is  a commercial  facility,  a school  cafelena.  a 
church,  a lodge  hall,  or  other  space  converted  to  an  emergency  feeding  center. 
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f.  Within  the  capabilities  of  the  Feeding  Station,  takes  action  as  necessary  and  as  directed 
by  the  Deputy  Supervisor:  Fixed  Feeding  Stations  to: 

( 1 ) Function  as  an  auxiliary  kitchen  in  the  preparation  of  food  (in  excess  of  that 
required  by  the  Center’s  serving  facility)  for  delivery  to  other  feeding  stations, 
special  care  facilities,  mobile  canteens  or  other  emergency  feeding  units. 

(2)  Obtain  prepared  food  from  a designated  auxiliary  kitchen,  as  required,  to  meet  the 
needs  of  the  Center’s  serving  facility. 

g.  As  feasible,  utilizes  personnel  (paid  and  volunteer)  associated  with  the  normal  operation 
of  an  existing  feeding  facility  selected  as  an  Emergency  Feeding  Station,  and  requests 
additional  staff,  as  needed,  througli  the  Deputy  Supervisor:  Fixed  Feeding  Stations. 


Tables  of  Organization 
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Recepti^  .i/Care  Job  Description 
Feeding  Service 
(District  Level) 


Personnel  Position  No.  51 

ASSISTANT  SUPERVISOR:  SUPPORT  UNIT  NO.  1 * 


a.  Acts  for  the  Deputy  Supervisor:  Support  Units  in  working  with  the  manager  of  fooil 
services  (in  the  facility  to  which  he  is  assigned)  to  determine  requirements  in  terms  of 
kinds  and  numbers  of  personnel,  hours  of  assignment,  types  of  equipment,  and  other 
supplementary  assistance. 

b.  Assembles,  organizes,  and  sustains  the  make-up  of  the  Support  Unit  throughout  its 
period  of  assignment. 

c.  Under  the  administrative  supervision  of  the  facility’s  manager  of  food  service,  designates 
personnel  for  assignment  to  specific  responsibilities  and.  as  required,  provides  technical 
guidance  and  assistance. 

d.  As  required,  works  through  the  Deputy  Supervisor:  Support  Units  to  obtain  necessary 
personnel  and  to  obtain  supplementary  equipment  and  supplies. 


The  R/C  District’s  Feeding  Service  may  be  required  to  provide  supplementary  assistance  to  one  or 
more  on-going  feeding  facilities  in  established  hospitals,  nursing  homes,  and  other  institutional  care  establish 
ments  within  the  District  and.  in  some  instances,  outside  the  District.  The  requirements  of  individual 
support  units  may  range  anywhere  from  a one-person  unit  to  one  requiring  a number  of  persons  of  varying 
skills  assigned  on  a shift  basis.  Supplementary  equipment  may  or  may  not  be  needed.  Requests  for  equip- 
ment only  will  be  handled  directly  by  the  Deputy  Supervisor:  Support  Units. 
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Reeeption/Care  Job  DesetiiMion 
I'eeding  Service 
(Disiriet  Level) 


Personnel  Position  No.  52 

ASSISTANT  SDPliRVlSOR:  MOBlLtUNlT  NO.  1* 

i.  Is  responsible  tor  tlie  oreani/.ation.  readiness,  ami  operation  ol  his  emergency  mobile  leeding 
unit  in  accordance  with  its  assigned  mission  by  the  Deputy  Supervisor:  Mobile  Units. 

(1)  Tlie  Assistant  Supervisor  for  a mobile  unit  assigned  to  a Reception  ( enter-Rest  Area 
is  under  the  tccimical  direction  of  the  Deputy  Supervisor:  Mobile  Units  and  the 
administrative  siii>ervisi()n  of  the  Assistant  Coordinator:  Reception  t enters-Rest 
Areas  who  is  in  charge  of  the  facility  to  which  his  unit  is  assigned. 

(2)  The  Assistant  Supervisor  for  a mobile  unit  assigned  to  provide  supplementary 
assistance  to  a fixed  feeding  station  is  under  the  technical  direction  ot  its  Deputy 
Supervisor;  Mobile  Units  and  the  administrative  supervision  of  the  Assistant  Super 
visor  for  the  Feeding  Station  to  which  his  unit  is  assigned. 

(3)  The  Assistant  Supervisor  for  a mobile  unit,  not  assigned  to  a reception  center-rest 
area  or  to  supplement  a fixed  feeding  station,  is  under  both  the  administrative  and 
technical  direction  of  the  Deputy  Supervisor:  Mobile  Units. 

b.  Through  the  Deputy  Supervisor;  Mobile  llnits.  rec)uests  and  utilizes  needed  support  lunc- 
tions  provided  by: 

( 1 ) Resource  and  Supply  Services. 

(2)  Health  and  Medical  Service. 

(3)  Public  Safety  Service 

(4)  Fire  Service 

c.  (If  unit  is  a Mobile  Canteen)  takes  action  as  directed  by  the  Deputy  Supervisor:  Mobile  Units 
to  obtain  preparetl  food  and.  as  rci|uired.  other  leeding  supplies  troni  designated  auxiluirv 
kitchen(s)-which  may  include  fixed  feeding  stations  which  liinction  as  auxiliary  kitcliens 

d.  As  required,  works  through  the  Deputy  Supervisor  Mobile  Units  to  obtain  necessaiv 
personnel. 

*Thc  R/C  District  may  require  one  or  moie  mobile  feeding  imiis  \ given  unit  m.iv  be  a \lobde  ( .mis,n 
a Mvibile  Kitclicn  or  a Mobile  feeding  Convoy  The  responsibilities  and  tniK  lions  ol  ibese  umis  can  dillei 
greatly  in  terms  of  the  nature  and  m.ignitude  ol  llieir  respective  assignnienis  Ibeie  can  he  eonsidei.ilde 
variance  within  each  of  the  types  of  units,  m terms  ol  assigned  locations,  iianspotl  distances,  kinds  ol  people 
fed,  types  of  meals,  and  other  diffetenlialmg  factors  flic  basic  lesponsibihly  ol  all  Assistant  Siipervisois  m 
charge  of  Mobile  Units  is  essentially  the  same  Ceilain  fuiiclions  will  requite  giealei  oi  lessei  emphasis,  h >wi\ci. 
depending  on  factors  such  as  those  sel  lorih  above 
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G. 

WELFARE-SHELTER  OPERATIONS 
SPECIAL  SERVICES 

( Vertical  Organization) 

Other  relevant  job  descriptions  appearing  elsewhere  in  this  doeuinent  are: 


Section  Positi»»n  Number 

A Deputy  Coordinator:  Welfare-Shelter  Operations  (County ) 2 

A Assistant  Coordinator;  Special  Services  (Countyt  9 

C R/C  District  Manager  25 

C Supervisor:  Special  Services  (District)  31 


For  page  numbers,  consult  the  Reference  List  on  pages  I 7t-l  7‘) 
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Reception/Care  Job  Description 
Special  Services 
(District  Level) 


Personnel  Position  No.  53 

DEPUTY  SUPERVISOR; 

EMERGENCY  FINANCIAL  ASSISTANCE 

a.  Assists  the  Supervisor  of  Special  Services  to  discharge  his  responsibilities  and  acts  as  the 
Supervisor  of  Special  Services  in  the  absence  or  incapacity  of  that  otficer. 

b.  Acts  for  the  Supervisor  of  Special  Services  in  organizing  and  providing  individualized 
financial  assistance  (cash,  checks,  purchase  orders,  requisitions,  chits,  etc.)  and/or 
assistance  in  kind  (direct  provision  of  goods  and  services)  to  both  evacuee  and  resident 
families  and  individuals  in  need  of  such  assistance. 

c.  Under  the  direction  of  the  Supervisor  of  Special  Services; 

(1 ) Coordinates  (with  the  District’s  Assistant  Manager  for  Administration)  plans  and 
procedures  for  processing  financial  assistance  grants  and/or  assistance  in  kind,  and 
for  establishing  and  maintaining  accountability. 

(2)  Develops  (with  the  District’s  Assistant  Manager  for  Operational  Liaison)  plans  and 
procedures  to  assure  essential  advisory  and  operational  support  by; 

(a)  The  Resource  and  Supply  Service  on  matters  relating  to:  ( 1 ) the  availability 
of  food  and  other  essential  consumer  goods  for  purchase  or  requisition  at 
retail  outlets  readily  accessible  to  families  and  individuals;  (2)  the  provision 
of  transportation  equipment  and  facilities  lor  essential  use  by  families  and 
individuals;  and  (3)  the  implementation  of  necessary  rationing  policies  and 
procedures. 

(b)  Tlie  Health  and  Medical  Service  on  matters  relating  to;  ( 1 ) the  maintenance 
of  emergency  medical  centers  readily  accessible  to  individuals  and  tamilies 
for  medical  consultation  and  treatment  on  a 24-hour  basis;  (2)  sources  and 
procedures  for  purchase  or  requisition  of  necessary  medicines  and  medical 
supplies  and  equipment  by  individuals  and  families;  (3)  policies  and  procedures 
governing  the  assignment  and  movement  ot  seriously  ill  or  injured  persons  to 
emergency  treatment  centers  and/or  hospitals;  and  (4)  policies  and  procedures 
for  handling  deaths  among  evacuees. 

d.  Coordinates  (with  the  Deputy  Supervisor  for  Guidance  and  Counseling)  plans  ami  procedures 
for  the  referral  of  individuals  and  families  detennined  by  the  Guidance  and  ( ounscling 
Service  to  be  in  need  of  emergency  financial  assistance  or  assistance  in  kind. 
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e.  Coordinates  with  the  Deputy  Supervisor  for  Special  Care  Groups  the  plans  and  proce- 
dures for  providing  financial  assistance  or  assistance  in  kind,  as  needed,  to  individuals 
housed  in  institutions  or  other  special  care  facilities. 

f.  Provides  direction  and  technical  guidance  and  assistance  to  the  Assistant  Supersisors 
for  Financial  Assistance  in  the  respective  Lodging  Sections  of  the  District. 
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Reception/Care  Job  Description 
Special  Services 
(District  Level) 


Personnel  Position  No.  54 

DEPUTY  SUPERVISOR 
GUIDANCE  AND  COUNSEL 


a.  Assists  the  Supervisor  of  Special  Services  to  discharge  his  responsibilities. 

b.  Acts  as  the  Supervisor  of  Special  Services  in  the  absence  or  incapacity  of  both  the 
Supervisor  of  Special  Services  and  the  Deputy  Supervisor:  Financial  Assistance. 

c.  Acts  for  the  Supervisor  of  Special  Services  in  organizing  and  providing  individual,  family, 
and  group  guidance  counseling  and  referral  services  for  both  residents  and  evacuees  in 
need  of  such  assistance  and  services  throueliout  the  District. 

d.  Works  through  the  District’s  Assistant  Manager  for  Operational  Liaison  to  develop  plans 
and  procedures  with  the  Health  and  Medical  Service  for  the  provision  of  aid  and  counseling, 
as  required,  to  hospitalized  persons  and/or  their  families. 

e.  Coordinates  with  the  Deputy  Supervisor  for  Special  Care  Facilities  the  plans  and  procedures 
for: 

( 1 ) Identifying  within  institutions  and  other  special  care  facilities  the  children,  aged, 
handicapped,  and  other  persons  with  problems  and  needs  requiring  special  help,  and 

(2)  Providing,  through  both  individual  and  group  methods,  the  assistance,  guidance,  and 
counseling  that  is  required. 

f.  Coordinates  with  the  District’s  Deputy  Supervisor  of  Lodging  the  plans  and  procedures  for 
the  identification  and  referral,  througli  the  Lodging  Sections,  of  resident  and  evacuee  indi- 
viduals and  families  with  special  needs  and  problems  requiring  individualized  attention. 

g.  Coordinates  (with  the  Deputy  Supervisor  for  Emergency  Financial  Assistance)  plans  aiui 
procedures  for  the  referral  of  individuals  and  families  determined  to  be  in  need  ol  finaiu  lal 
assistance  and/or  assistance  in  kind. 

h.  Coordinates  (with  the  District’s  Deputy  Supervisor  of  Information  and  Referral)  plans 
and  procedures  for  the  referral  of  evacuees  determined  through  the  registration  process 
to  have  special  needs  and  problems  requiring  individualized  attention. 
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Coordinates  with  tlie  District’s  Deputy  Supervisor  for  Shelter  the  plans  for  the  continuance 
of  counseling  and  guidance  functions  during  possible  shelter  operations. 


j.  Establish  plans  and  procedures  to  provide  general  social  services  orientation  for  Special 
Services  and  other  Reception  and  Care  personnel,  including,  as  required,  special  instrut- 
tion  in  how  to  deal  with  people  under  stress. 

k.  Provides  direction  and  technical  guidance  and  assistance  to  the  Assistant  Supervisor 
for  Guidance  and  Counsel  in  the  respective  Lodging  Sections  of  the  District. 
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Roception/Caro  Job  Doscnptioii 
Special  Sorv'ices 
(District  Levi) 


Personnel  Position  No.  55 

DEPUTY  SUPERVISOR:  SPECIAL  CARE  GROUPS 


a.  Assists  the  Supervisor  of  Special  Services  to  discharge  his  responsibilities. 

b.  Acts  for  the  Superviscir  of  Special  Services  in  planning,  organi/.ing.  and  providing  emer- 
gency care  and  services  for  such  groups  as  the  aged,  inllrm.  handicapped  and  unattached 
children,  including  coordination  of  plans  with  the  Risk  Area  for  the  reception  and 
emergency  care  of  evacuated  institutional  groups  such  as  public  and  private  orphanages 
and  homes  for  the  aged  and  disabled. 

c.  ('oordinates  (through  the  District’s  Deputy  Supervisor  of  Lodging)  plans  ami  procedures 
of  identifying,  acquiring,  and  upgrading  selected  buildings  and/or  space  in  Congregate 
Care  facilities  suitable  for  the  care  of  groups  with  special  needs. 

d Dirough  the  District’s  Deputy  Supervi.sors  of  Lodging  Section.s.  coordinates  plans  and 
procedures  with  the  Managers  of  Congregate  Facilities  and  with  Lodging  Aides  in 
Residential  Areas  for  the  incorporation  of  special  care  operations  within  their  respectixc 
jurisdictions. 

e.  Under  the  direction  of  the  Supervisor  of  Special  Services: 

( I ) Coordinates  with  the  District’s  Assistant  Manager  for  Administration  all  inattem 

relating  to  fiscal  management  and  accountability  in  the  establishment  and  operation 
of  special  care  facilities. 

(2)  Develops  with  the  District’s  Assistant  Manager  for  Operational  Liaismi  plans  and 
procedures  to  assure  essential  advisory  and  operational  support  by: 

(a)  The  Health  and  Medical  Services  for  nursing  and  medical  coverage  ot  special 
care  facilities;  institution  and  itiaintenance  of  projier  health  and  sanitaiy 
standanis  in  special  care  facilities;  establishment  of  procedures  for  handling 
critical  emergency  medical  cases  and  deaths  in  special  care  facilities;  prousion 
(>f  essential  medicines  and  medical  supiilies  and  equipment:  and  provision  ot 
space  in  established  nursing  institutions  to  care  for  the  needs  of  evacuated 
s(iecial  care  groups. 

(b)  File  Resour  e and  .Suj'jily  Service  for  procuring  beds,  bedding,  aiul  othei  di\ 
goods  essential  to  the  operation  of  special  care  facilities;  construction  ami 
repair  requirements;  transportation  services;  development  of  expedient  sheltci 
for  special  care  facilities;  procurement  (with  Health  ami  Medical  ServKc)  ot 
eipiipment  and  supplies  for  special  care  lacilities;  sanitary  lacihlie'  '•  tv 
requirements;  and  ilisposal  of  trasli  and  garbage 
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(c)  I-'ire  Service  tor  fire  safety  standards  and  surveillana  d special  care 
lacilities. 

(il)  Public  Safety  Service  for  police  surveillance  of  special  care  facilities. 

f.  Coordinates  with  the  District’s  Supervisor  of  I'eedirii;  and,  as  reijiiired.  the  D-nuty 
Supervisor  of  Fixed  {-'eeding  Stations  and  the  Deputy  Supervisor  of  Support  Units  in 
providing  for  (respectively); 

( 1 ) [’he  feeding  requirements  of  special  care  groups  assigned  to  congregate  lodgings 
and/or  other  central  feeding  stations,  and,  as  required,  in  establishing  feeding 
services  in  special  care  facilities. 

(2)  The  assignment  of  emergency  feeding  personnel  and  emergency  feeding  equip- 
ment and  supplies  to  nursing  homes  and  other  established  institutions  or  special 
care  facilities  requiring  supplementary  feeding  assistance  and  services. 

g.  Coordinates  with  the  District’s  Deputy  Supervisor  for  Shelter  the  plans  and  procediiu-. 
necessary  to  assure  adequate  shelter  protection  and  care  for  all  special  care  groups  Imuscd 
in  institutions  or  other  special  facilities  and  in  congregate  lodgings  and  volunteeied 
residences. 

h.  Coorilinates  with  the  Deputy  Supervisor  for  Ciuidance  and  Counsel  the  plans  and  piu- 
cedures  to  provide  essential  counseling  and  guidance  services  for  persons  m speci.il 
care  groups  and/or  for  members  of  their  families. 

1.  Coordinates  (with  the  Deputy  Supervisor  for  lanergency  [•'inancial  Assistance)  plans 
and  procedures  for  the  provision  ol  financial  assistance  or  assistance  in  kind,  as  needed, 
to  individuals  housed  in  institutions  and/or  other  special  care  facilities. 

|.  Coordinates  (with  the  District’s  Supervisor  ol  Registration  and  Inlbrmation)  plans  and 
procedures  for  the  registration  of  individuals  in  special  care  groups,  the  processing  iM 
information  and  inquiries  concerning  persons  in  special  care  facilities,  and  the  recording 
and  maintenance  of  pertinent  fact:;  and  information  pertaining  to  mdiviituals  under 
special  care,  including  assistance  and  services  provided  to  them. 

k Provides  direction  and  technical  guidance  and  assist.mce  to  the  Assistant  Supemsoo 
tor  Special  Care  Croups  in  charge  of  the  respective  Special  Care  I .icilities  within  the 
District. 
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Reception/Care  Job  Description 
Special  Services 
(Lodging  Section  Level) 


Personnel  Position  No.  56 

ASSISTANT  SUPERVISOR  OF  FINANCIAL  ASSISTANCE: 
LODGING  SECTION  NO.  1* 


a.  Is  directly  responsible  to  the  Deputy  Supervisor:  Emergency  Einancial  Assistance  for 
providing  emergency  financial  assistance  and/or  a.ssistance  in  kind  to  evacuee  and 
resident  families  and  individuals  in  need  of  such  assistance  in  Lodging  Section  No.  1. 

b.  With  the  Assistant  Supervisor:  Guidance  and  Counsel  for  the  Lodging  Section,  estab- 
lishes a joint  Central  ottice— preferably  within  the  Lodging  Section’s  headquarters 
building-from  which  to  serve  the  financial  and  other  individualized  needs  of  evacuees 
and  residents  in  the  Lodging  Section. 

c.  Determines  organizational  and  staffing  requirements  and  takes  steps,  as  necessary  to: 

(1 ) Establish  branch  offices  in  Congregate  Facilities,  Special  Care  Eacilities,  and 
Residential  Areas,  and/or  provide  periodic  but  frequent  service  to  such  facilities 
and  areas  through  the  assignment  of  rotating  staff  on  a scheduled  basis. 

(2)  Obtain  qualified  staff  through  the  Deputy  Supervisor  for  Emergency  l inancial 
Assistance,  and/or  recruit  competent  persons  from  evacuees  and  residents  in 
the  Lodging  Section. 

(3)  Designate,  where  necessary  and  feasible.  Lodging  Aides  and  the  Managers  of 
Congregate  and  Special  Care  Eacilities  (or  their  designates)  to  act  as  agents  m 
providing  financial  assistance  and  di  assistance  in  kind  within  their  respective 
Jurisdictions. 

d.  Provides  emergency  tmancial  assistance  and  assistance  in  kind  in  accordance  with 
government  emergency  policie-  and  objectives,  including  adherence  to  the  kinds,  lorms, 
and  standards  ot  emergency  assistance  prescnbeil  by  Direction  anil  Control  at  tlie 
County  Level. 


Reception  and  Care  Districts  usually  have  two  oi  moie  Lodging  Sections.  The  icsponsihililies  and 
functions  set  forth  apply  in  all  laidging  .Sections 

*« 

In  Lodging  .Sections  serving  organi/alional  gioups,  cffoils  should  he  made  to  lecruil  coiiipeleni 
persons  from  the  group  or  groups  served  by  ihe  Sections  to  deal  with  the  needs  of  individuals  and  laiiuhes 
lor  financial  assistance  and.'or  assistance  in  kind 
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I. 
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I'lulcr  iH)liai.-s  and  procedures  established  by  the  Deputy  Supervisor  tor  l-.mer{>ency 
l inancial  .Assistance,  processes  standardi/ed  emergency  financial  grants,  emergency 
,illowaiices  lor  special  purposes,  and  other  forms  of  ituiividuah/.ed  assistance  and 
maintains  reipiireil  financial  records  and  supporting  information  necessary'  to  justify 
and  account  lor  financial  aid  and  other  forms  of  assistance  given. 

Coordmates  with  the  Deputy  Supervisor  foi  the  Lodging  Section  the  plans  and  procediiics 
toi  establishing  and  maintaining  a system  of  liaison  with  Managers  of  Congregate  facilities 
,ind  wif/i  Lodging  Aide.s  to  I'ucilitjlc  the  idcniihcalion  and  referral  of  individuals  ami 
families  m need  of  financial  assistance  and/or  assistance  in  kind. 

Develops  mutual  working  relationships  and  procedures  with  the  Assistant  Supervisor  for 
(iiiidance  and  Counsel  to  facilitate  referrals  of  individuals  and  families  from  one  service 
to  the  other  and,  as  necessary,  to  provide  joint  assistance. 

Develops  plans  ami  iirocedures  with  the  Assistant  Supervisors  in  charge  of  Si'ecial 
Care  facilities  within  the  Section  to  facilitate  emergency  financial  assistance  or  assistance 
in  kind,  as  needed,  to  individuals  housed  in  their  respective  facilities. 

Secures  ( through  the  Deinity  Supervisor  for  lunergency  financial  Assistance!  advisory 
and  operational  support  as  reipiireil  from  other  government  Hmergency  Sei-vices 

Provides  orientation  and  on-the-job  instruction  and  guidance  to  persons  recruited  trom 
evacuee  groups  and/or  the  resident  population  to  assist  with  the  provision  ol  emergency 
financial  assistance  and/or  assistance  in  kind. 
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I'ablcs  of  Organization 
Section  C; 


Reception/('are  Job  Descnption 
Special  Sen  ices 
(Lodging  Section  Level) 


Personnel  Position  No.  57 

ASSISTANT  SUPERVISOR  QF  GUIDANCE  AND  COUNSEL: 
LODGING  SECTION  NO.  I* 


a.  Is  directly  responsible  to  the  Deputy  Supervisor:  Guidance  and  Counsel  for  providing 
individual,  family,  and  group  guidance,  counseling  and  referral  services  for  both  residents 
and  evacuees  in  need  of  such  assistance  and  services  in  Lodging  Section  No.  I 

b.  With  the  Assistant  Supervisor.  Financial  A.ssistance  for  tlie  Lodging  Section,  establishes 

a joint  central  office -preferably  within  the  Lodging  Section’s  headipiarters  building  lioin 
which  to  direct  and  serve  the  guidance,  counseling,  and  other  individualized  assistance 
to  evacuees  and  residents  in  the  Lodging  Section. 

c.  Determines  organizational  and  staffing  requirements  and  takes  steps,  as  necessary  to 

( 1 ) Establish  branch  offices  in  Congregate  Facilities.  Special  Care  Facilities,  and 
Residential  Areas,  and/or  provide  periodic  but  frequent  service  to  such  facilities 
and  areas  through  the  assignment  of  rotating  staff  on  a scheduled  basis 

(2)  Obtain  (lualified  staff  through  the  Deputy  Supervisor  for  Guidance  and  Counsel, 
and/or  recruit  qualified  and  competent  persons  from  residents  and  evacuees  in 
the  Lodging  Section. 

d.  Coordinates  with  the  Deputy  Supervisor  for  the  Lodging  Section  the  plans  and  procediiies 
for  establishing  and  maintaining  a system  of  liaison  with  Managers  of  Congregate  l acilities 
and  with  Lodging  Aides  to  facilitate  the  identification  aiul  referral  of  iiuliv iiliials  and 
families  m need  of  guidance  and  counseling. 


Reception  and  Care  Districts  usually  have  two  or  more  laidging  .Sections  Tlie  responsihilities  .ina 
(unctions  set  fottli  apply  in  all  Lodging  .Sections. 

During  crisis  relocation  lay  persons  will  have  to  take  on  many  of  the  duties  and  respoiisibihlies  le 
seived  to  professionally  trained  social  workers  in  normal  limes.  Key  leadership  loles,  however,  should  he  Idled 
wherever  possible  by  active  or  retired  piolessional  social  workers.  Where  this  is  not  possible,  psychologisis. 
mmislers.  priests,  rabbis  and  professional  eoiiirselors  m schools  aird  universities  can  be  used  Siipplemeiu.iiv 
(vrsoimel  will  have  to  come  from  fields  of  service  other  than  social  wcllare  hut  where  oppoilumlies  have  cvisicd 
lor  ileahng  with  (reople  in  helping  ways  such  as  school  teachers  and  others  accustomed  to  working  with  peoph 
III  commumly  programs. 

In  laidgmg  .Sections  serving  organizational  groups,  quahlied  and  eompeleiU  persons  wilhiii  such  groups 
should  be  reciuilerl  and  used  whenever  possible 


e.  Develops  mutual  working  relationships  and  procedures  with  the  Assistant  Supervisor 

for  Financial  Assistance  to  facilitate  referrals  of  individuals  and  families  from  one  service 
to  the  other  and,  as  necessary,  to  provide  joint  assistance. 

f.  Coordinates  (with  Assistant  Supervisors  in  charge  of  Special  Care  Facilities  within  the 
Section)  plans  and  procedures  to  provide  counseling  and  guidance  for  individuals  in 
such  facilities  aml/or  their  lamilies. 

g.  Coordinates  (with  tlic  Assistant  Supervisor  for  Information  and  Referral  for  the  Sectioni 
plans  and  procedures  to  facilitate  retcrral  ol  evacuees  determined  through  the  Kegistralion 
and  Information  processes  to  have  emergency  needs  and  problems  requiring  individu.ili/ed 
attention. 

Ii.  Coordinates  (with  Lodging  Aides  and  Managers  o( Congregate  Facilities  within  the 

Section)  [ilans  for  the  continuance  of  essential  emergency  counseling  and  guidance  I unc- 
tions during  possible  shelter  operations. 

1.  Under  supervision  of  the  Deputy  Supervisor  for  Cuidance  and  Counsel,  develops  plans 
and  procedures  with  the  management  of  any  hospital(s),  located  within  the  Section, 
lor  the  provision  of  such  guidance  and  counseling  as  may  be  required  by  hospitali/.cil 
persons  and/or  their  families. 

i.  Secures  (through  the  Deputy  Supervisor  for  (jiiidance  and  Counsel)  advisory  and  opcia 
tional  support,  as  required,  from  other  (Hnernmcnt  Fmergency  Service. 

k.  Carries  out  within  the  Lodging  Section  plans  and  procedures  established  by  the  Depul\ 
Supervisor;  (iuidance  and  Counsel  to: 

( 1 ) I’roviile  general  social  services  orientation  for  Special  Services  and  other  Kece)'- 
tion  and  Care  personnel,  including  instruction  in  how  to  deal  with  people  under 
stress. 

(2)  Rroviile  on-the-job  instruction  anil  guidance  to  personnel  assigned  by  the  Deputs 
Supervisor,  and  to  persons  recruited  from  evacuee  groups  and/or  the  resident 
population  to  assist  with  the  provision  ol  counseling  and  guidance  services  thiough 
out  the  Lodging  Section. 

Note  hrielly  and  maintain  lor  the  record  the  identity  ol  indiv iduals  and  or  l.unilies 
referred  to  or  seeking  help  Irom  the  (Iuidance  and  Counsel  Semce.  the  piobk  ms 
anil  needs  discussed,  and  the  actions  taken. 
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lahlcs  ol  Organi/.ation  Receplion/Carc  Job  lX'M.ripiio]i 

Section  C!  Special  Services 

I (I'acility  Level! 

. Personnel  Position  No.  58 

I I 

ASSISTANT  SUPERVISOR: 

' SPECIAL  CARE  FACILITY  NO.  I * 


a.  Is  directly  responsible  to  the  Deputy  Supervisor:  Special  Care  (iroups  for  the  pri'tection 
and  emergency  care  of  the  individuals  and  the  group  or  groups  residing  in  and, 'or 
assigned  to  his  facility  including,  as  applicable,  responsibility  for  planning,  orgam/ing. 
and  managing  the  operation  of  the  facility. 

b.  Carries  out  as  they  apply  to  his  Special  Care  Facility  the  policies,  plans,  ami  proceduic'' 
established  by  the  Deputy  Supervisor:  Special  Care  Groups  to: 

( 1 ) Coordinate  plans  and  procedures  with  the  Managers  of  a Congregate  Facility  within 
the  Lodging  Section  on  matters  of  mutual  concern  relating  to  the  use  of  space  and 
the  incorporation  of  the  special  care  facility  into  the  administrative  and  service 
functions  of  the  Congregate  Facility, 

(2)  Set  up  and  maintain  a system  of  fiscal  management  and  accountability. 

(3)  Utilize  the  support  of  the  l^'eeding  Service  m accordance  with  the  specilic  feeding 
reciuirements  of  his  facility. 

(4)  Coordinate  (with  the  Assistant  Supervisor  for  Guidance  and  ('ounsel  in  his  Lodging 
Section)  procedures  to  provide  essential  counseling  and  guidance  services  for  persons 
lodged  in  his  facility  and/or  members  of  the'r  families. 

(5)  Coordinate  (with  the  Assistant  Supervisor  for  Financial  .A.ssistance  in  his  Lodging 
Section)  procedures  to  provide  financial  assistance  or  assistance  in  kind,  as  needed, 
to  individuals  lodged  in  his  facility 


A given  laHlgiiig  Sectiun  may  have  one  or  mure  Special  t aie  Facililies  or  none.  Dining  ciisis 
lelocalion,  a Special  (are  Facility  may  he  an  eslahlished  iiislilnlion  siicli  as  a home  lor  the  aged  a niiismg 
home,  or  an  orphanage;  a converlihle  slriiclnre  such  as  a school  hiiiUlmg.  church,  chih  house,  hold  or  nii>u  l. 
or.  simply,  suitable  space  set  aside  willim  an  Fanergency  ('ongregale  Facility. 

Tlie  basic  responsibilities  and  functions  set  lorlli  apply  to  all  Assistant  Sutlers isois  tor  Special  ( .ire 
Facilities.  However,  the  scope  of  lesponsibililies  to  be  assumed  .md  the  range  ol  limclioiis  to  be  |ieilormcd 
lor  a given  facility  may  he  modified  m accoidance  with  the  type  and  si/e  ol  the  facility  with  wlielhei  the 
Special  Care  I'acility  is  an  established  insliliition.  a coiiveitcd  slriiclnre.  or  suitable  sirace  willim  a Coiigieg.ile 
Facility.  Hie  responsihililies  and  liinctions  ol  the  Assislanl  Siipeivisor  must  he  adpisied  .ucordingK 

Die  manager  or  adminislralor  of  an  esiahlislied  mstiliilion.  wlieiliet  or  not  it  is  used  to  h'dge  others 
III  addition  to  its  own  population,  will  continue  to  he  responsible  for  the  direction  ol  ih-.  laciliis . and  will 
fiinelion  within  the  emergency  structure  as  the  “Assistant  Supervisor  in  charge  ot  lliai  Special  C.iie  I iciliis 
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((i)  C’oorilinati'  (witli  tlu.-  Assistant  Supervisor  for  Registration  in  Ins  Lodging  Seetion) 
|)roeedures  tor  the  registration  of  individuals  assigned  to  his  faeility.  plus  proeeiluie-. 
for  the  reeording  aiul  maintenance  of  pertinent  facts  and  inlormation  pertaining  to 
individuals  uiuler  special  caie,  inchuling  special  assistance  and  services  pro\ided  to 
them. 

t7)  (’ot)rdinate  (with  the  Assistant  Supervisor  for  Information  and  Refenal  in  his 

l.oilging  Section)  procedures  for  processing  information  and  inquiries  ol  con  cm  to 
individuals  cared  for  in  his  facility. 

(8)  Coonlinate  with  the  Section’s  iJeputy  Supervisor  for  Lodging  the  plans  and  pro 
ceilures  to  assure  aderpiate  shelter  prcrtectioii  and  care  for  all  indiviiluals  housed 
in  his  facility. 

V.  In  accordance  with  plans  aiul  proceilures  ileveloped  jointly  hy  the  Deputy  Supemsoi 
for  Special  (!roups  aiul  the  District’s  Assistant  Manager  for  Operational  l.iaisc'ii.  take' 
action  necessary  to  secure,  as  required,  essential  advisors  aiul  operational  support  (as 
set  forth  under  the  responsibilities  of  the  Deputy  Supervisor:  Special  ('are  tiroups)  Imm 
( I ) rile  Health  and  Medical  Service. 

(2)  rile  Resource  anil  Supply  Service. 

(.?)  I'he  Lire  Service. 

(4)  riie  I’uhlic  Safety  Service. 

d.  1 hrough  the  Deputv  Supervisor  for  Special  (iroups.  utilize  support  functions  developed 
hy  the  District’s  Supervisor  for  Special  Services  and  the  Assistant  .Manager  for  Opeialion.d 
Liaison  to  (irovide  religious  services  and  spiritual  counseling,  emergency  orient.itnm  ,md 
suivival  training,  and  recreational  and  other  diversionary  activities  for  persons  in  his  epet  i.il 
caie  facility. 

c.  I he  .Assistant  Supervisor  in  charge  of  a Special  ('are  I'acility  designated  to  receive  ,m 
institutionalized  group  from  the  Risk  Area  shouldappoinl  the  |ieison  m chaig.e  ol  the 
evacuee  group  as  his  deputy  or  as  a special  assistant  supervisor  Other  personnel 
aicompanying  the  evacuee  group  should  he  incorporated  into  the  stall  ot  the  S|>  cial 
(are  hacility. 

I.  Obtain  qualilied  staff,  as  needed,  through  the  Deputy  Supenisor  for  Special  Servues 
.iiul/or  recruit  competent  persons  from  residents  and  evacuee'  in  the  I odging  Seiiion 

g Provide  orientation  and  on-lhe-joh  instruction  and  guidance.  ,is  reepiired.  to  on  going 
staff,  to  individuals  assigned  hy  the  Deputy  Siipemsor.  and  to  persons  recruited  liom 
residents  and  evacuees. 


H. 

WELFARE-SHELTER  OPERATIONS 
PERSONAL  SERVICES/CLOTHING 

( Vertical  Organization) 


Ollier  relevant  job  descriptions  appearing  elsewliere  in  this  document  are: 

Section  Position  NumlK'r 

A lX,‘puty  Coordinator:  Welfare-Slielter  Operations  (('ounty I 2 

A Assistant  Coordinator:  Personal  Services/Clothing  (County ) 10 

C R/(’  District  Manager  25 

C Supervisor:  Personal  Services/Clothing  ( District)  32 


For  page  numbers,  consult  the  Reference  List  on  pages  I 73-1  70 


1 ables  of  Organization 
Section  H 


Reception /Care  Job  Desc  ription 
Personal  Services/Clothing 
(District  Level) 


Personnel  Position  No.  59 
DEPUTY  SUPERVISOR;  CLOTHING 

a.  Assists  the  Supervisor  of  Personal  Services/Clothing  to  discharge  his  responsibilities 
and  acts  as  the  Supervisor  of  Personal  Services/Clothing  in  the  absence  or  incapacity 
of  that  officer. 

b.  Acts  for  the  Supervisor  of  Personal  Services/Clothing  in  organizing  and  providing  for 
the  coordination  of  requirements  and  the  acquisition  and  distribution  of  clothing, 
bedding,  and  other  dry  goods  for  special  population  groups  and  other  persons  in  need 
within  Lodging  Sections  in  the  District,  including  coordination  with  the  District  s 
A-Ssistant  Manager  for  Operational  Liaison  in  the  development  of  plans  and  procedures 
with: 

( 1 ) Tlie  Deputy  Supervisor  for  Emergency  Financial  Assistance  to  assure  support  by 
the  Resource  and  Supply  Service  relating  to  the  availability  of  clothing,  bedding, 
and  other  essential  dry  goods  for  purchase  or  requisition  at  retail  or  other  outleis 
readily  accessible  to  individuals  and  families. 

(2)  The  Deputy  Siipervi.sor  for  Special  Care  Groups  to  assure  support  by  the  Resource 
and  Supply  Service  relating  to  the  procurement  of  beds,  bedding,  and  other  dr\ 
goods  essential  to  the  operation  of  special  care  facilities. 

(.J)  Tlte  Deputy  Supervisor  for  Lodging  and  the  Deputy  Supersisor  tor  Shelter  to 
assure  support  by  the  Resource  and  Supply  Service  relating  to  procuring  and 
positioning,  as  required,  available  cots,  mattresses,  bedding,  and  other  drv 
goods  in  Congregate  F-acilities  and  Mass  Shelters. 

c.  Determines  jointly  with  the  Deputy  Supervisors  for  Personal  Care  Services  and  Pet 
Services  the  space  required  to  serve  the  management  functions  of  Personal  Servues  aiul 
nothing  hi  the  District’s  respective  Lodging  Sections  and  acquires  trom  the  I odgine 
Service  the  space  required  for  such  functions  in  l.odging  Section  Ileadqu.irters  Oltii.es 
and  Suboffices. 


Requirements  for  the  acquisition  and  distribution  of  clolhing.  bedding,  or  other  drv  goods  undet  condi 
lions  of  a normal  crisis  relocation  would  be  extremely  limited  Individuals,  tanulies.  nieinheis  ot  organi/alions, 
and  special  care  groups  evacuated  from  Risk  Areas  would  be  instructed  lo  lake  ebanges  ol  iloibing.  bl.inkeis. 
and  Ollier  essential  dry  goods  siifficienl  lo  meet  mminium  needs  with  llieni  Neverlbelevs.  needs  |oi  cloibnig 
bedding,  and  oilier  dry  goods  lo  meet  polenlial  deficiencies  should  be  expected 

ll  IS  not  likely  Ihal  space  below  the  District  Ic’vel  will  be  required  lor  ibe  niaiugemenl  ol  IVrson.il 
.Services  and  Clolbing  lunclions  m all  laulging  .Sections  liacb  IK'puly  Supervisoi  will  deleiniine  bo  need  loi 
such  space  based  on  ibe  magnilude,  the  geographic  range,  and  oilier  factors  hearing  on  Ins  opeialions  in  llie 
respective  1 odgmg  Sections  and  tbrougboul  the  District  as  a whole. 
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il.  Under  the  direction  ol  the  Supervisor:  Personal  Serviees/Clothing.  coordinates  witli 
the  District’s  Assistant  Manager  tor  Administration  all  matters  relating  to  maintaining 
otTicial  records  and  accounts  of  financial  transactions  and  other  commitments  incurred 
in  the  procurement  of: 

{ 1 ) Cots,  beds,  mattresses,  bedding,  and/or  other  dry  goods  for  Special  Care  Facilities. 
C'ongregate  Facilities,  and  Mass  Shelters. 

(2)  Clothing,  bedding,  and  other  essential  dry  goods  for  purchase  or  requisition  by 


individuals  and  families  through  retail  or  other  outlets. 


Obtains  qualified  staff  through  the  Deputy  Supervisor  for  Personal  Services/Clothing 
and/or  recruits  qualified  persons  to  staff  clothing  functions  at  the  District  and  Lodging 
Section  levels,  and  provides  on-the-job  instruction  and  guidance  relating  to  clothing 
responsibilities  and  procedures. 


Provides  direction  and  technical  guidance  and  assistance  to  the  Assistant  Supervisor  loi 
Clothing  Purchases  and  Supply  and  the  Assistant  Supervisor  for  Used  Clothing. 


Uu.ilificd  pciMins  such  as  home  economists,  rclail  amt  wliolesale  clolhmg  meichanis,  ilepaitincnl 
sloie  oflicials.  ami  employees  ami  key  volunteers  of  such  oigani/ations  as  (ioodwill  ImJuslnes.  (lie  Ked  ( loss, 
and  the  .Salvation  Army  accustomed  to  dealing  with  used  clothing  should  he  recruited  from  both  the  lesideiil 
and  evactiee  populations, 

Wieie  possible,  qualified  persons  from  organi/  unial  groups  should  he  leciuiled  to  seive  memheis  ol 
their  groups 
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Tables  of  Organization 
Section  H 


Keception/Care  Job  Description 
Personal  Services/Clothing 
District  Level 


Personnel  Position  No.  60 

DEPUTY  SUPERVISOR:  PERSONAL  CARE  SERVICES 

a.  Assists  the  Supervisor  of  Personal  Services/Clothing  to  discharge  his  responsibilities. 

b.  Acts  as  the  Supervisor  of  Personal  Services/Clothing  in  the  absence  or  incapacity  of 

both  the  Supervisor  of  Personal  Services/Clothing  and  the  Deputy  Supervisor  for  Clothing. 

c.  Acts  for  the  Supervisor  of  Personal  Services/Clothing  in  organizing  and  providing  for 
laundry,  cleaning,  bathing,  and  such  other  personal  care  facilities  and  services  as  may 
be  required  by  botli  the  evacuee  and  resident  populations  of  the  District. 

d.  Determines  jointly  with  the  Deputy  Supervisors  for  Clothing  Services  and  Pet  Services 
the  space  required  to  serve  the  management  functions  of  Personal  Services  and  Clothing 
in  the  District’s  respective  Lodging  Sections,  and  acquires  from  the  Lodging  Service 
space  required  for  such  functions  in  Lodging  Section  Headquarters  Offices  and  Suboffices. 

e.  Coordinates  with  the  Deputy  Supervisor:  Lodging  and  the  Assistant  Supervisors  for 
Congregate  Care  and  Residential  Areas,  in: 

( 1 ) Surveying  existing  laundry,  cleaning,  bathing,  and  other  personal  cart  facilities 

and  services  available  to  residents  of  the  District  and  to  evacuees  lodged  in  congregate 
facilities  and  volunteered  residences  within  the  District. 

(2)  Determining  the  need  for  additional  personal  care  facilities  and  services  to  fully 
meet  the  basic  minimum  requirements  of  both  evacuees  and  residents  of  the  District. 

(3)  Developing  plans  and  procedures  to  assure  an  equitable  allocation  and  use  ol  the 
personal  care  facilities  and  services  available  to  evacuees  and  residents  of  the  District 

*lt  is  not  likely  that  space  below  the  District  Level  will  be  required  for  llie  inanagenient  of  Personal 
.Services  and  Clothing  functions  in  all  Lodging  Sections.  Lach  Deputy  Supervisor  will  deterniine  his  need  lot 
such  space  based  on  the  magnitude,  the  geographic  range,  and  other  factors  bearing  on  his  operations  in  the 
respective  Lodging  Sections  and  throughout  the  District  as  a whole. 

*Persottal  care  facilities  and  services  include  bathing  and  laundry  facilities  in  private  dwellings,  cential 
laundry  facilities  for  apartment  buildings,  dormiti'ries,  labor  camps,  etc.;  shower  Oi  other  bathing  facilities  in 
schools,  public  parks,  churches,  private  clubs,  health  spas,  gymnasiums,  stadiums,  commercial  and  industrial 
establishments,  etc.;  laundromats  and  commercial  laundry  and  cleaning  establislunents;  and  such  other  facilities 
as  may  provide  for  one  or  more  personal  services. 

In  addition  to  the  residents,  bathing  and  laundry  facilities  in  private  dwellings  and  central  facilities  foi  apail 
ment  buildings  would,  in  most  instances,  be  made  available  to  evacuees  lodged  in  the  respective  volunleered  lesi 
denccs.  It  is  assumed  that  other  personal  care  facilities  and  services,  as  listed  above,  could  be  incoipoiated  into 
the  total  resources  available  to  serve  the  needs  of  evacuees  and,  as  required,  those  of  the  reMdent  popiilalion. 
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I.  Uiuler  tlio  direction  of  the  Supervisor;  Personal  Services/C'lothing; 

( 1 ) Coordinates  with  tire  Deputy  Supervisor  lor  Special  Care  Groups  such  plans  and 
actions  as  may  he  required  to  assure  lire  provision  of  adequate  Personal  Care 
facilities  and/or  services  for  all  persons  lodged  in  Special  Care  I'acilities. 

(2)  Coordinates  with  the  Assistant  Manager  for  Operational  Liaison  to  utilize  support 
functions  of  the  following  services: 

(a)  Resource  and  Supply  Service  for  procurement  of  essential  laundrv  and  clean 
ing  supplies;  for  construction,  repair,  or  modification  of  Personal  Care 
facilities;  and  for  the  acquisition  and  installation  of  eciuipmenl  essential  to 
the  operation  of  Personal  Care  facilities  in  Congregate  l.odgings.  Special  Cau 
Facilities,  and  other  Personal  ('are  Centers;  and  for  the  detemiination  and 
implementation  of  restrictions  and  rationing  procedures  deemed  necessarv,  m 
the  u.se  of  water,  sewerage  systems,  power  and  fuel  supjdies,  or  other  lacihties 
and  supplies  for  Personal  Care  Services. 

(h)  Health  and  Medical  Service  for  the  establishment  and  maintenance  ot  health 
and  sanitary  standards  in  bathing,  laundry,  and  other  Personal  Care  Centers. 

(c)  Lire  Service  for  the  establishment  and  maintenance  of  fire  safety  standards  in 
central  cleaning,  laundry,  and  bathing  facilities. 

(d)  Public  Safety  Service  for  police  surveillance  of  central  Personal  Care  lacihties 

(3)  Coordinates  with  the  District's  Assistant  Manager  for  Administration  all  matters 
relating  to  fiscal  management  and  accountability  in  the  establishment  and  operation 
of  Personal  Care  facilities  and  services. 

g.  Obtains  qualified  staff  through  the  Deputy  Supervisor  for  Personal  Services/Clothing  and  or 

recruits  qualified  persons  to  staff  Personal  Care  Services  at  the  District  Level  and,  as  , { 

reiiuireil,  to  staff  Personal  Care  Facilities  and  Service  Centers.  .Also,  provides  on  the-lob  1 

instruction  and  guidance  relating  to  Personal  Care  Services  policies  and  procedures.  I 

h Provides  direction  and  technical  guidance  and  assistance  to  the  Assistant  Supervisor  tor  I 

laiundry  and  Qeaning  Services  and  the  Assistant  Supervisor  tor  Personal, ( aic  Services  f 


*Oiialiricd  persons  sircti  as  managers  and  employees  of  laundrv'  and  drv  eic.mmg  firms  and  establisliinenlN 
managers  and  employees  of  other  personal  Bare  type  facilities  and  services  such  as  laundromats,  tieahli  spas,  com 
munity  tennis  and  swim  cluhs  (wilti  shower  facilities);  and  directors  and  suixMvisors  ot  athletic  and  plivsical  edu- 
cation facilities  slioiild  he  recruited  from  the  evacuee  and  resident  populations  to  fill  key  positions. 

Commercial  and  noncommercial  fadlities  within  ttie  District  providing  Special  Care  type  services  stioiild 
he  incorporated,  along  with  their  management  and  operating  stalts,  into  tire  District's  Personal  ( are  Services 
Where  t'easihle.  qualified  persons  should  he  recruited  from  organi/jlional  groups  lo  help  sl.itl  lacihties  seiving 
memhers  of  their  groups. 
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I'ahles  of  Organi/ation 
Section  H 


Reception/C'are  Job  Descriiition 
Personal  Services/C'lothing 
(District  Level) 


Personnel  Position  No.  61 


DEPUTY  SUPERVISOR;  PET  SERVICES 


.1.  Assists  the  Supers  isor  of  Personal  Services/Clothing  to  discharge  his  responsibilities. 

b.  .Acts  tor  the  Supervisor  of  Personal  Services/Clothing  in  establishing  policies  and  pro- 
cedures governing  the  handling  and  maintenance  of  family  pets  belonging  to  evacuees, 
and  coordinates  the  organization  and  operation  of  such  facilities  (Pet  Shelters)  as  may 
be  required  for  the  protection  and  proper  care  of  pets  in  the  District. 

c.  Determines  jointly  with  the  Deputy  Supervisors  for  Clothing  Services  and  Personal 
Care  Services  the  space  required  to  serve  the  management  functions  of  Personal  Services 
and  Clothing  in  the  District’s  respective  Lodging  Sections,  and  acquires  from  the  Lodging 
Service  space  required  for  such  functions  in  Lodging  Section  Headquarters  Offices  and 
Suboftlces. 

d Surveys  the  existing  facilities  and  services  within  the  District  for  handling  and  caring 
for  pets,  including  animal  shelters,  animal  hospitals,  dog  and  cat  kennels,  and  pet  shops. 

e.  Under  the  direction  of  the  Supervisor:  Personal  Services/Clothing: 

( 1 ) Coordinates  with  the  Deputy  Supervisors  for  Pet  Services  in  other  Districts  to 

determine  all  existing  resources  throughout  the  County  for  the  protection  and  care 
of  pets,  and  to  develop  mutual  plans  and  procedures  to  assure  the  most  practicable 
and  equitable  use  of  those  resources  for  the  protection  and  care  of  all  “evacuee"  and 
“resident”  pets  in  the  County. 


E'vacuees  can  be  expected  to  bring  “family  pets”  with  them  when  arriving  iii  the  host  area  Allluuigli 
the  vast  majority  of  pets  will,  undoubtedly,  be  dogs  and  cats,  many  other  l.inds  o)  pets  should  also  he  ex|>ecied. 
including  birds,  chickens,  rats,  mice,  hamsters,  guinea  pigs,  fish,  snakes  and  turtles.  Tlie  intlux  ol  large  nuiiiheis 
of  pets  will  require  the  establishment  of  policies  and  procedures  to  govern  then  protection  and  caie.  plu'  the 
provision  of  appropriate  facilities  foi  the  maintenance  of  pets  separated  from  then  ovencts 

It  is  not  likely  that  space  below  the  District  Ix’vcl  will  be  required  tor  the  nian.igenieiil  ot  I’eisoiial 
Services  and  f'lothing  functions  in  all  Lodging  Sections  l ach  IX'puty  Supervisor  will  deteniiiiie  his  need  for 
such  space  based  on  the  magnitude,  the  geographic  range,  and  otliei  factors  hearing  on  Ins  opetalioiis  ni  the 
respective  Lodging  Sections  and  throughout  the  District  as  a whole 


i 
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(2)  Coordinates  with  tlie  Deputy  Supervisor:  Lodging  and  ttie  Assistant  Supervisors 
for  Congregate  Care  and  Residential  Areas  to: 

(a)  Clarify  and  implement  policies  and  procedures  for  the  care  of  pets  belonging 
to  evacuees  lodged  in  Congregate  Facilities  and  Volunteered  Residences. 

(b)  Acquire  and  modify  space  needed  for  the  operation  of  Pet  Shelters  in  Congre- 
gate Facilities  and/or  other  fixed  facilities  in  the  Lodging  Sections  and  Resi 
dential  Areas. 

(3)  Coordinates  with  the  Assistant  Manager  for  Operational  Liaison  to  utilize  support 
functions  of  the  following  services: 

(a)  Resource  and  Supply  Service  for  construction,  repair,  or  modification  ol 
facilities  for  the  protection  and  care  of  pets;  for  the  acquisition  and  installation 
of  special  equipment  needed  for  the  operation  of  Pet  Shelters;  for,  as  necessary  , 
the  procurement  of  pet  foods  and  other  supplies  essential  to  the  protection  aiul 
maintenance  of  peis;  and  for  collection  and  disposal  of  waste  materials  and 
trash. 

(b)  Health  and  Medical  Services  for  the  establishment  of  health  and  sanitary  standards 
required  for  the  care  of  pets  in  Congregate  Facilities,  private  residences,  and 

Pet  Shelters,  and  for  continuing  health  and  sanitary  supervision  of  all  such 
facilities  in  which  pets  belonging  to  evacuees  are  maintained. 

(c)  Fire  Service  for  the  establishment  and  maintenance  of  fire  safety  standards  in 
Pet  Shelters  and  other  facilities  for  the  care  of  pets. 

(d)  Public  Safety  Service  for  police  surveillance  of  Pet  Shelters  and  other 
facilities  for  the  care  of  pets. 

(4)  Coordinates  with  the  District’s  Assistant  Manager  for  Administration  all  matters 
relating  to  fiscal  management  and  accountability  in  the  establishment  and  oper,ilion 
of  Pet  Shelters  and  other  facilities  for  the  protection  and  care  of  |H'Is. 

Obtains  qualified  staff  through  the  Deputy  Supervisor  for  Personal  Services'Clothing.  and  or 
recruits  qualified  persons  to  staff  Pet  Services  at  the  District  and  l.odging  Section  lc\cl> 
and,  as  required,  to  staff  Pet  Shelters  and  other  facilities  for  the  protection  and  care  of 
pets  in  Congregate  Facilities  and/or  other  fixed  facilities  in  Lodging  Sections  ami  Resi- 
dential Areas.  Also,  provides  on-the-job  instruction  and  guidance  relating  to  policies  ,md 
procedures  governing  Pet  Services.* 


Qualidcd  persons  such  as  vcleriiiariaiis  and  velermary  assislanls  and  helpers  in  aninial  hospilals, 
managers  and  employees  of  dog  and  eat  shelters;  managers  and  employees  ol  animal  shelters,  ollicials  ol  the 
Human  .Society  and  other  animal  protection  organi/ations  and  groups;  managers  and  employees  vd  pel  shops, 
and  Ollier  qualified  persons  such  as  dog  and  other  animal  trainers,  dog  groomers,  and  dog  and  cal  lancieis 
shouhl  he  leciuiled  Irom  the  evacuee  and  resident  pr'pulation  to  till  key  positions 

< 'ommcicial  ami  noncommerci.il  pel  lacihlies  .iml  services  within  the  Itislnci  should  he  mcoi|ioia'ed. 
.ilong  wilh  ihcii  m.m.igemeni  and  opeialing  slalls.  mio  the  Disiiicl’s  Pel  Services. 

Where  le.isihle.  iiu.ihficd  persons  shouhl  he  iccimled  lioni  orgam/alional  groups  lo  help  sl.ill  t.Kihlies 
serving  memheisol  then  groups 


Reception/Carc  Job  IX-Ncripiion 
I’crsonal  Services  ('li>ltiing 
(District  Level) 


Personnel  Position  No.  62 

ASSISTANT  SUPfcR VISOR 
CLOTHING  PURCHASES  AND  SUPPLY* 

a.  Assists  the  Deputy  Supervisor:  Clothing  to  discharge  his  responsibilities  and  acts  as 
the  Deputy  Supervisor:  C'lothing  in  the  absence  or  incapacity  ol  that  otticer. 

b.  Under  the  supervision  of  the  Deputy  Supervisor:  Clothing: 

( 1 ) With  the  Assistant  Supervisor  tor  Used  C lothing,  determines  ami  coesrdinates 

reciuireinents  throughout  the  District  for  beds.  cots,  bedding,  clothing,  and  other 
dry  goods,  including  the  specific  needs  of  Special  ('are  Ciroups.  Congregate  Lacilities, 
Mass  Shelters,  and  other  emergency  operating  centers. 

( 2)  Coordinates  with  the  District’s  Assistant  Manager  for  Operational  Liaison  in  devel- 
oping plans  and  procedures  with  the  Resource  and  Supply  Service  relating  to: 

(a)  The  availability  of  new  clothing,  bedding  and  other  essential  ilr\  gooiK  lor 
purchase  or  requisition  by  individuals  and  tamilies  at  retail  stores  or  other 
outlets. 

(b)  I he  pn  J^irement  of  beds,  bedding,  and  other  dr\  goods  essential  to  the 
operation  of  special  care  facilities. 

(c)  rite  procurement  aiul  positioning  of  available  cots,  mattresses,  bcddiiiu.  and 
other  dry  goods  in  C’ongregate  l acilities  and  Mass  Shelters 

i.i)  Coordinates  with  the  District’s  .Assistant  Manager  for  Administration  m the  establish 
ment  ami  maintenance  of  offici.il  recorils  and  accounts  ol  tinancial  transactions 
and  the  commitments  incurred  in  the  procurement  ol  beds,  beilding.  clothing, 
and  other  dry  gooils. 

c.  Coordinates  with  the  Assistant  Supervisor  for  Used  Clothing  in  the  recruitment,  as 
necessary,  ol  qualified  persons  to  staff  clothing  functions  and  the  provision  of  on-tlu 
job  instiuction  and  guidance. 

* 1 he  IX.’piity  .Supervisoi  for  Cloihiiig  in  ,i  given  Reception Care  Disiricl  may  or  inav  not  requite  an 
As-isl.inl  .Siipervisoi  lor  Clothing  Purchases  ami  Supply.  I'he  position  shoiiKI  he  eslahlished  onl>  in  those 
silii.itions  where  reiniirenients  for  clothing,  hediling  and  other  dry  goods  aiuf  or  the  problems  ol  piociiie 
ineiil  and  disiribulion  ate  heyoiul  the  c.ipahihly  ol  the  Deputy  Supervisor  to  man.ige  without  .issist.mce 
llaimmg.  however,  should  allow  lor  Ihe  possibility  ol  nucleai  attack,  ihiiing  enso  lehnalion  thidei  post 
attack  o'lulitions.  developing  needs  lor  clothing,  bedding,  and  other  dry  goods  would  impose  niaiot  org.ini 
/.ilional  .iiid  opei.ilion.il  rei|uiiemenls. 


fables  of  Organi/ation 
Section  II 


lahlcs  of  Organization 
Sot  t ion  II 


Koooption/(’aro  Joh  Dost  ription 
I’orsonal  Sorvioos'Clotliing 
(I)istriol  Ia'voII 


PorsonncI  Position  No.  63 


ASSISTANT  SUPl  RVISOR:  UStD  CLOTHING 


a.  Assists  the  Dopiity  Siiporvisor:  C'lothing  to  tlisoliargo  his  responsihihtios. 

h.  .Acts  as  the  Deputy  Supervisor:  Clothing  in  tlie  ahsenee  or  inoapaoity  ol  the  Doput> 

Supervisor:  Clothing  anti  the  Assistant  Supervisor:  Clothing  I’urohasos  aiul  Stipplt. 

0.  Unilor  the  supervision  of  the  Deputy  Supervisor:  Clotliing: 

( 1 ) With  the  Assistant  Supervisor  for  Clothmg  I’urohases  aiul  Supply,  tloterinines  .uul 
eoortliiiates  requiretnents  throughout  the  District  for  heils.  et)ts,  hetiiling.  oloihuig 
anti  other  tiry  gotnls.  inelutling  the  s|ieeifie  noetls  t)f  Special  Care  tirou|is,  Congio 
gate  I'acilities,  Mass  Shelters,  anti  other  emergency  iiperating  centers. 

(2)  Coordinates  with  the  District’s  Assistant  Manager  lor  Operatumal  Liaison  in 
(a)  L'tiJi/ing  the  porsouuel.  oijuipuioni  and  facihlies  ot  llie  Atnoncan  National 

Red  Crt>ss,  the  Salvation  Army.  Gootiwill  Industiies  atitl  other  t)ig.im/ation> 
accustt)inetl  to  soliciting,  prt>cossing.  and  distrilniting  usotl  clothmg.  hoddmg. 
anti  other  essential  items.  * ■ 

Ih)  Utilizing  the  Health  and  Methcal  Service  m the  establishment  ainl  m.imlen.nue 
of  health  aiul  sanitary  staiulards  in  the  ctillection.  processing,  aiul  tlislnbuli  m 
t)l  usetl  cltitliing,  hetltling,  aiul  tiiher  ilry  gtiotis. 

(e)  Utilizing  the  Restnirce  anti  Supply  Service  for  traiispoi talitm  .uul  olliei  supp"ii 
.services  es.sential  to  the  collection,  processing  aiul  liisirihutitm  ol  used  clolliing, 
bedding  and  tither  items. 

(3)  Cotrrdmates  with  the  Distriel's  .Assistant  Manager  Itu  Ailmmistration  m the  esi.iblisl. 
ment  aiul  maintenance  of  official  records  aiul  acetninisot  Imancial  and  othei  ci'mimi 
ments  incurred  in  the  eolleclitin.  prticessing.  and  tlislribution  ol  usei!  cliUlimg.  beddii.e 
aiul  tilher  items. 

vl.  Coortlinates  with  the  Assistant  Supervisor  for  ( h'thmg  I’urch.ises  .uul  Suppls  m the  ici  luii 
ment.  as  necessary,  ol  tiualifietl  (lerstins  in  stall  clothing  fuiiclKUis  and  the  pi(>MMnn  ni 
on-the-jt)b  instruction  and  guiilanee. 

Ilif  need  liii  used  elolhing.  heiUlmg.  and  olher  ilrv  ennds  would  be  exliemelv  limiled  under  i oim-d  . 
dilions  ol  crisis  lelocalion.  Ilowevei,  the  solicilalion  and  .illolineni  ol  ‘‘used  ' Jollune.  bedihng.  .old  •|u  i in  ui 
could  become  necessary,  in  ccriain  sKualioiis.  lo  meel  basic  minimuni  ie(|uiieincni . pailu  iil.iily  in  aici-  wli.  i. 
clolliing.  bedding,  and/or  olhei  essenlial  Herns  are  not  as.ul.ibic  loi  puicli.isc  oi  iei|uisiiion 

I’lanning  should  allow,  also,  loi  llie  possibilily  o|  niicle.ir  all.ic  k iluiing  c lists  reloc  alion  I 'lhlci  p<  .'  o ■ ^ 
condilions.  die  sharing  ol  wardiobes,  bedding,  and  oilier  essential  ilenis  would  bts  omc  .m  unpoiiani  'pci  n !■  mi.iI 
consideialion 


I'ablos  ot  Organization 
Section  H 


Reception, C'arc  Joli  Description 
Personal  Services  C'lotliing 
(District  Level) 


Personnel  Position  No.  64 

ASSISTANT  SLPhRVISOR; 
LAUNDRY  CLLANING  SLRVICLS* 
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a.  Assists  tlie  Deputy  Supervisor  Personal  ( are  Services  to  discharge  his  responsibilities 
and  acts  as  the  Deputy  Supervisor:  Personal  C are  Services  in  the  absence  or  incapacilv 
oC  that  ol'flcer. 

b.  Under  the  supervision  ot  the  Deputy  Supervisor;  Personal  Care  Services. 

( 1 ) Coordinates  with  the  District’s  Assistant  Supervisors  tor  ('ongregate  Care  and 
Residential  Areas  in: 

(a)  Surveying  laundry  ami  cleaning  facilities  and  services  available  to  residents 
and  to  evacuees  lodged  within  the  District. 

(b)  Determining  the  need  tor  adilitional  laiimlry  ami  cleaning  lacihties  and 
services  to  liilly  meet  the  basic  minimum  requirements  ot  both  evacuees 
and  resivients  of  the  District. 

(c)  Planning  and  developing  procedures  to  assure  the  equitable  alloi.ilioii  and 
use  of  laundry  and  cleaning  facilities  aiul  services  available  to  evasuces  .iml 
residents  of  the  District. 

(2)  Coordinates  (with  the  Deputy  Supervisor  tor  Special  ( are  (Iroupsi  plans  and 
actions  to  assure  the  provision  of  essential  laumiry  ami  cleaning  lasilities  and  ni 
services  for  persons  lodgeil  in  Special  ('are  I'acihlies. 

(3)  Coordinates  with  the  District's  Assistant  Manager  for  Operalional  I laismi  in 
(a)  Utilizing  the  Resource  and  Supply  Service  for 

- Procurement  ot  essential  laumiry  and  cleaning  supplies 
-Construction,  repair,  or  niovlificalion  ot  laumirv  ami  sicamng 

facilities. 

- Aciiuisition  ami  installation  of  essential  laumiry  and  or  cleaning 
eiiuipinent  in  Congregate  I (Klgmgs,  Special  Care  1 .icihtics.  and 
other  Personal  Care  Centers. 

- Determination  aiul  implementation  ot  o['cratmg  restrictions  amt 
rationing  policies  and  procedures  governing  the  use  ot  watei,  sevv  'Ugc 
systems,  power  and  tuel  supplies,  or  other  lac  ilities  .md  serv  ices  Im 
laumiry  and  cleaning  purposes. 

file  IX'piily  Siipcrvisoi  lor  IVisoiial  ('.iie  .Services  m a given  Kecepiion Care  Disiiui  iii.iv  oi  ma,  not 
require  an  Assislanl  Supervisor  for  laiiiiilrv  aiul  ( leaning  Seivues  the  position  slunild  tu-  esiaMislied  onlv  in 
tliose  situations  where  lire  provision  of  essential  laumiry  cle.iiiing  f.icililies  .mil  seivices  is  heyoiul  the  c.ip.i 
biliiy  ot  the  IK'puly  Supervisor  to  manage  wiilioiil  .issisl.ince. 

Planning,  however,  should  allow  lot  the  possihililv  ot  nucle.ii  allaik  dining  iiisis  ulin.iiioii  Posiali.i.  k 
conditions  woiilil  impose  in.i|or  organiz.ilion.il  .mil  operaiioti.il  leipmerneni  ' in  rhis  .itea 


1(1.? 


(b)  Utilizing  the  Ilealth  and  Medical  Service  for  llie  establishment  and  inaintenanci 
of  health  and  sanitary  standards  in  laundry  and  cleaning  facilities. 

(c)  Utilizing  the  Fire  Service  for  the  establi-shnient  and  maintenance  ol  liie  saK  i> 
standards  in  cleaning  and  laundry  lacilities. 

(d)  Utilizing  the  Public  Service  Service  for  police  surveillance  ol  central  laundry 
and  cleaning  facilities. 

(4)  Coordinates  with  the  District’s  Assistant  Manager  for  Administration  in  the  i slab 
lishment  and  maintenance  of  official  records  and  accounts  ol  tmancial  and  oilier 
commitments  incurred  in  the  organization,  operation,  and  provision  ot  laumlry 
and  cleaning  facilities  and  services  for  the  District, 

Recruits,  as  necessary,  qualified  persons  to  staff  laundry  and  cleaning  services  at  tiu 
District  Level  and,  where  required,  to  staff  laundry  and  cleanina  facilities  and  serv  ice 
centers.  Also  provides  on-the-job  instruction  and  guidance  relating  to  Laundry/Cleaiimg 
Services  policies  and  procedures. 
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Tables  of  Organization 
Section  H 


Reeeption/Care  Job  Description 
Personal  Serviees/('lothing 
(District  Level) 


Personnel  Position  No.  65 

ASSISTANT  SUPERVISOR;  PERSONAL/CARE  SERVICES* 

a.  Assists  the  Deputy  Supervisor:  Personal  Care  Services  to  discharge  his  responsibilities. 

b.  Acts  as  the  Deputy  Supervisor:  Personal  Care  Services  in  the  absence  or  incapacity  of 
both  the  Deputy  Supervisor:  Personal  Care  Services  and  the  Assistant  Supervisor: 
Laundry  and  Cleaning  Services. 

c.  Under  the  supervision  of  the  Deputy  Supervisor:  Personal  Care  Services. 

( 1 ) Coordinates  with  the  District’s  Assistant  Supervisors  for  Congregate  Care  and 

Residential  Areas  in: 

(a)  Surveying  lavatory,  bathing,  and  other  Personal/Care  facilities  and  services 
available  to  residents  and  to  evacuees  lodged  within  the  District. 

(b)  Determining  the  neeil  for  additional  lavatory  and  bathing  facilities  to  fully 
meet  the  basic  minimum  reiiuirements  of  persons  lodged  in  Congregate 
Eacilities  and  m volunteered  residences. 

(c)  Pl.inning  aiul  developing  procedures,  as  required,  to  a.ssure  the  equita.  .. 
allocation  and  use  of  lavatory,  bathing,  and  other  Personal/Care  facilities 
and  services  av.iil.ible  to  evacuees  and  residents  of  the  District. 


I jv.iliir>  Jiul  bjiliiiiL’  Ij  .mcs  arc  ihc  piiiicipal  csscniial  requirements  in  lire  provision  of  Personal 
( are  Services  Ollier  ly|H's  ol  I rsonal  ( are  Services  such  as  those  provided  by  barbershops,  beauty  salons,  and 
health  clubs  are  not  essenlial  urulei  einereencv  conditions  but  can  add  to  the  maintenance  ol  morale  by  contri- 
buting to  the  personal  appeaiaiKe  and  phvsical  well  being  ol  residcnis  and  relugces  alike  Wliere  practicable, 
undei  the  e.visling  erneigeiicy  condiiions  and  operational  restrictions,  such  community  lacihlies  and  services 
should  be  utili/ed  loi  the  benelil  ol  both  the  reliigee  and  lesident  populalions.  It  necessary,  the  types  ol 
services  should  be  hniileil  or  provided  on  a streamlined  basis  in  order  to  serve  the  greatest  number  possible. 

Pie  IK'puty  SuiHTVisor  for  Personal  ( are  Services  in  a given  Receptiom'Care  District  may  or  may  not 
require  an  A.s.sislaiil  .Supervisor  lor  Personal, T are  .Services  Personal/(’are  lurictions  m some  situations  could 
be  combined  with  those  of  the  Liiindry  .('leaning  .Seivices  under  one  Assistant  Supervisor.  Alowance  is  made 
loi  the  need  to  establish  the  position  m those  silualions  where  the  provision  ol  PersonalT  arc  Services  require 
far  more  than  r irmal  attention  and  elTotl. 

It  can  be  assumed  lhal  lavatory  and  bathing  facilities  in  volunteered  residences  would  be  available, 
in  most  instances,  to  evacuees  lodged  m those  residericc.s.  It  cannol  be  assumed  Ih.il  Ihis  would  be  line  in 
every  instance,  however.  Also,  it  cannot  be  assumed  that  all  volunteered  residences  would  have  adequate 
lacihlies. 
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(2)  Coordinales  (with  the  Deputy  Supervisor  for  Special  Care  Groups)  plans  aiut  actions 
as  necessary-,  to  assure  the  availability  of  adequate  lavatory  and  bathing  (acililics 
for  persons  lodged  in  Special  Care  Facilities. 

(3)  Coordinates  with  the  District’s  Assistant  Manager  for  Operational  Liaison  m. 

(a)  Utili/ing  the  Resource  and  Supply  Service  for: 

- Construction,  repair  or  moditication  of  lavatory  and  bathing  huihtics 

- Acquisition  and  installation  of  essential  lavatory  and  bathing  equipment 
in  Congregate  Lodgings,  Special  Care  Facilities,  and  other  Personal  t arc 
Centers. 

- Determination  and  implementation  of  operating  restrictions  and 
rationing  policies  and  procedures  governing  the  use  of  water,  sewage 
systems,  power  and  fuel  supplies,  or  other  facilities  and  services 
bearing  on  the  provision  of  Personal/Care  Services. 

(b)  Utili/ing  the  Health  and  Medical  Service  for  the  establishment  and  maintcnaiui 
of  health  and  sanitary  standards  in  lavatory,  bathing,  and  other  Special/(  au 
facilities. 

(c)  Utilizing  the  Public  Safety  Service  for  police  surveillance  of  special  lavatorv  and 
bathing  facilities. 

(4)  Coordinates  with  the  District’s  Assistant  Manager  for  Administration  in  the  estab 
lishment  and  maintenance  of  official  records  and  accounts  of  financial  and  oilier 
commitments  incurred  in  the  establishment  and  provision  of  Special 'Care  lacllltle^ 
and  services  for  the  District. 

d.  Recruits,  as  necessary,  qualified  persons  to  staff  Personal/Care  Services  at  the  Disinci 
Level  and,  where  required,  to  supervise  and  man  ('entral  Personal  Care  facilities  and 
service  centers.  Also,  provides  on-the-job  instruction  and  guidance  relating  to  Personal 
Care  Serv  ices  policies  and  procedures. 


l(i(i 


lubles  ol  Organization 
Section  H 


Rcccption/Care  Job  Description 
Personal  Services/Clothing 
(Facility  Level) 


Personnel  Position  No.  66 

ASSISTANT  SUPERVISOR:  PET  SHELTER  NO.  1 * 


a.  Assists  the  Deputy  Supervisor;  Pet  Services  to  discharge  his  responsibilities  and  acts  as  the 
Deputy  Supervisor.  Pet  Services  in  absence  or  incapacity  of  that  officer.** 

b.  Is  responsible  for  the  organization  and  operation  of  his  pet  shelter  in  accordance  with 
its  assigned  mission  and  the  policies  and  procedures  established  by  the  Deputy  Super- 
visor: Pet  Services  to  govern  the  handling  and  maintenance  of  family  pets  belonging  to 
evacuees. 

( 1 ) The  A.ssistant  Supervisor  for  a pet  shelter  operated  within  or  as  an  integral  part 
ot  a Congregate  Facility  is  under  the  technical  direction  of  the  Deputy  Supervisor; 

Pet  Services  and  the  administrative  direction  and  supervision  of  the  facility 
manager. 

(2)  The  Assistant  Supervisor  for  a pet  shelter  not  operated  within  or  as  an  integral 
part  ol  a Congregate  Facility  is  under  both  the  technical  and  administrative  direc- 
tion of  the  Deputy  Supervisor.  Pet  Services. 

c.  Dirough  the  Deputy  Supervisor:  Pet  Services,  requests  and  utilizes  support  functions 
provided  by: 

( 1 ) Resource  ami  Supply  Service. 

(2)  Health  and  Medical  Service, 

(.1)  Fire  Service. 

(4)  Ihiblic  Safety  Service 

d.  Sets  U|i  aiul  maintains  a written  record,  including  a daily  log  of  services  provided,  for 
each  pet  as.signeil  to  the  Shelter,  including: 

(1)  Identification  (kind,  owner,  age,  condition,  etc.) 

( 2)  Time  of  admission  (day  and  hour) 

(d)  F'eeding  ( types  of  Ibod  and  feeding  times) 
t4)  Special  problems  or  needs. 

(5)  Treatment  of  tiisease  or  injury  ami  other  special  services  given. 

(6)  Time  of  discharge  (day  and  hour). 

* 

Reception  and  ( are  Disiricts  may  have  Iwo  or  more  Pet  Shelters.  The  responsibilities  and  functions  set 
lorth  apply  to  all  Pet  Shelters 

File  Deputy  Supervisor  Pet  Services  is  responsible  for  designating  the  Assistant  Supervisor  (or  one  ol 
his  Pel  Shelters  to  ad  in  his  absence.  If  there  is  but  one  Pet  Shelter  in  the  District  the  Depulv  Supervisor  and 
ihe  Assistant  .Supervisor  lor  the  I’el  Shelter  may  well  be  the  same  person. 


I(> 


L 


e. 


hstablislies  times  and  procedures,  where  practicable,  for  individuals  and  families  to 
see  their  pets. 


f.  Obtains  qualified  staff  through  the  Deputy  Supervisor:  Pet  Services  and/or  recruits 

qualified  persons  to  staff  the  Pet  Shelter.  Also,  provides  on-the-job  instruction  and  guidance 
covering  policies  and  procedures  governing  the  emergency  care  of  pets  and  the  operation 
of  Pet  Shelters.* 


*Whcre  feasible,  persons  (paid  and  volunleet  I associated  wilh  the  inanageinetil  and  operation  ot  an 
on  going  animal  or  pet  (atility  should  be  used  m the  nianagemeni  and  opetalion  of  dial  lacihty  as  an  emci 
gency  Pel  .Sheller.  Key  siall  for  a Pet  .Shelter  established  aparl  from  an  on  going  pel  facihly,  such  as  a Pel 
Shclier  in  a Congregate  I'acilily,  should  be  recruited  from  other  competent  and  experienced  persons  m ihc 
community  and  from  compeleril  and  experienced  persons  among  the  evacuees  Additional  peisonnel.  sin  b 
.IS  assistants  and  helpers,  can  he  recruited,  as  needed,  liom  evacuees  and  residents  ol  the  Dislin  l 
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I. 

SHELTER  PLA^NING  AND  ALLOCATION 


( Vertical  Organizatiou) 


All  positions  relating  to  this  function  are  described  in  the  preceding  Sections 
noted  below. 


Section 


Position 


Number 


A ('ounty  R/C  Coordinator  1 

A Director:  Shelter  Planning  and  Allocation  (County ) 4 

A Assistant  Director:  Shelter  Assignment  (County)  13 

A Assistant  Director:  Expedient  Shelter  (County)  14 

A Assistant  Director:  .Shelter  Equipment  and  Supplies  (Counts ) 15 

A Assistant  Director:  Shelter  Management  (County ) 16 

B Deputy  R/C  Coordinator:  Division  Level  20 

B Deputy  Director:  Shelter  Planning  and  Allocation  ( Division)  21 

C R/C  District  Manager  25 

C Supervisor:  Lodging-Shelter  ( District)  2S 

D Deputy  Supervisor:  Shelter  ( Lodging-Shelter  Service)  34 

I)  Assistant  Supervisor:  NSS  Shelter  ( Lodging-Shelter  Service)  37 

D Assistant  Supervisor.  Expedient  Shelter  ( Lodging-Shelter)  38 


I‘or  |\ige  numbers  consult  the  Reference  List  on  pages  1 73-170. 


J. 

AUXILIARY  SERVICES 

( Vertical  Organization) 


All  positions  relating  to  this  function  are  described  in  the  preceding  Sections 
noted  below. 


Section  Position  Number 

A County  R/C  Coordinator  1 

A Director  Auxiliary  Services  (County)  5 

A Assistant  Director;  Public  Education/Training  (County)  17 

A Assistant  Director:  Religious  Affairs  (County)  18 

A Assistant  Director:  Recreation  (County)  1*) 

B Deputy  R/C  Coordinator;  Division  Level  20 

B Deputy  Director:  Auxiliary  Services  (Division)  22 

C Assistant  Manager:  Operational  Liaison  (District)  27 


For  page  numbers,  consult  the  Reference  List  on  pages  1 73-1 79. 
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Reference  List  of 


PERSONNEL  POSITIONS  AND 
TABLES  OF  ORGANIZATION 


Tlie  following  list  identifies  every  position  normally  found 
in  the  management  structure  of  a host  county  Reception/ 
Care  organization. 

For  each  position,  the  list  references: 

• The  appropriate  Tables  of  Organization 
in  Part  I of  this  document. 

• The  appropriate  job  description  in  Part  II. 

All  positions  are  numbered  sequentially  in  the  order  ol  their 
appearance  in  Part  11:  Personnel  Positions.  Cnmiiwinl  posi- 
tions which  appear  again  in  the  vcriical  ari^aitization  ot  parti- 
cular services  or  functions  are  cioss-relerenced  to  the  original 
entry. 
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L [ahles  ol 

Most  County  Reception/Care  Services 

II  Position 

Orgnni/.tilion 

Descn|)tions 

( Sections) 

PLHSONNEL  POSITIONS 

NuiuIkm  Paec 

A.  County  Level 

( ( '(imniand) 


.\  tliroutth  J 

County  Reception, /{'arc  C'oortlinalor  (line) 

1 

1 

\ through  J 

Deputy  K ('  Coorrlin.itor:  Wellare-Shelter  Operations ('//ttc7 

A 

,v; 

A 

Deputy  K/C  Coorilitialor:  Receptiott  Centers/Resi  Aretis  (line) 

,4 

S.5 

A.  1 

Director;  Shelter  Planning  anti  Allocation  (siuff) 

4 

Sn 

A,  J 

Director  Auxiliary  Services  (staJJ) 

5 

.5  7 

A,  1) 

Assistant  Coorilinator:  Lotlging-Shelter  (staJJ) 

() 

A,  1 

Assistant  Coortlinalor:  I’eeding  (staff) 

7 

.5d 

A.  1 

Assistant  Coortlinator:  Registrtition  and  Information  (slafj) 

S 

nd 

A.  (i 

Assistant  Coorilinator:  Special  Services  (suift) 

d 

nJ 

A,  II 

Assistant  Coordinator:  Personal  Services/Clolliing  (staff) 

10 

6 7 

A 

Assistant  Coortlinator:  Reception  Center/ Rest  Areadinc) 

1 1 

A 

Assistant  Coortlinator;  Rest  Area  (line) 

i: 

tltl 

A.  1 

Assistant  Director;  Shelter  Assignment  (staf!) 

i.t 

n.s 

A,  1 

Assistant  Director:  lixpetlient  Shelter  (staff) 

14 

A,  1 

Assistant  Director:  Shelter  Ltiuipment  anti  Supplies  (stajl) 

15 

~u 

A,  1 

Assistant  Director;  Shelter  Management  (staff) 

lo 

7 

A,  J 

Assistant  Director:  Public  Ltlucation  anti  Training  (staff) 

17 

A,  J 

Assistant  Director:  Religious  Affairs  (staff) 

IS 

A,  .1 

Assistant  Director:  Recreation  (staff) 

Id 

‘’5 

B.  Division  Level 

( C '(inumiiid) 


A,  B,C,  1.  J 

Deputy  Reception  anti  Care  ('otmlinator:  Division  (lim  ) 

JO 

H.  1 

Deputy  Director:  Shelter  Pl.mning  aiul  Allocation  (staff) 

:i 

B.  J 

Deputy  Director:  Auxiliary  Services  (staff) 

■>  ^ 

A/ 

B,  C 

Assistant  Reception  anti  Care  Cointlm.itor:  Districts  A .mil  [Ulinet 

S' 

B,  (' 

Assistant  Reception  aiul  Care  Coi'nlinator;  Distiitls  C .mil  11 1 line) 

J4 

S X 

I'ahk’s  ol  ()i(;.im/.iluiii  .ippc.it  m ( I’.m  1 1 .Scclioiis  licjimiimu  on  tlic  lollowmi:  paj:cv 


A County  I cvcl.  p.igc  5. 
It  DiviMon  I cvcl.  pajjc  n 
( District  level,  [U(!c  I ! 


D I culftnift-.SIu’ltci,  (lajtc  17. 

1 Kcstisti.il ion  ,Mul  Into.,  p.ijte  2 1 
I I ccJiii);  .Scivu  c.  p.iitc 
(.  Spcci.il  .ScivKCs,  p.ipe 


II  I’cis  Services  < loilnn)j  jMic  '' 

I .Sliellei  IM.in  .iikI  Mloi.ilion,  p.i; . 
J \n\ili.ii\  Seiskes.  p.i.'c  4' 
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1.  Tables  of 
Organization 
(Sections) 

Host  County  Reception/Care  Services 
PERSONNEL  POSITIONS 

II.  Position 
Descriptions 
Number  Page 

B through  J 

C.  District  Level 

( CommunJ) 

Manager:  Reception  and  Care  District (A,  B,  C,  etc.)  (line) 

25 

,v:" 

C tlirougli  1 

Assistant  Manager:  Administration  (staff) 

2 (I 

cS'lS' 

C through  J 

Assistant  Manager:  Operational  Liaison  (staff) 

27 

vy 

A,  C,  D,  1,  J 

Supervisor:  Lodging-Shelter  (line) 

28 

9/ 

A,  C,  F 

Supervisor:  Feeding  (line) 

29 

V.-? 

A,  C,  F 

Supervisor;  Registration  and  Information  (line) 

.70 

9-/ 

A.  C,  G.  1,  J 

Supervisor:  Special  Services  (line) 

,71 

9,S 

A,  C,  H 

Supervisor:  Personal  Services  and  Clothing  (line) 

72 

9- 

A through  J 
A,  D 

B through  J 

D.  Lodging-Shelter  Service 
( Vertieal  Organization) 

Dep.  Coord.:  Welfare-Shelter  Oper.  (County)  2 above 

Ass’t.  Coord.:  Lodging-Shelter  (County ) 6 above 

Manager:  R/C  District  25  above 

,5./ 

5.V 

,s 

A,  C,  D,  1,  J 

Supervisor:  Lodg.-Shelter  ( District)  28  abov 

e 

9/ 

D 

Deputy  Supervisor:  Lodging  (staff) 

77 

lOl 

1),  I 

Deputy  Supervisor;  Shelter  (staff) 

74 

in: 

1) 

Assistant  Supervisor:  Congregate  C’are  (staff) 

75 

int 

I) 

Assistant  Supervisor;  Residential  Areas  (staff) 

7f. 

J'O 

D,  1 

Assistant  Supervisor:  NSS  Shelter  (staff) 

77 

IDs 

D,  I 

Assistant  Supervisor;  Fxpedient  Shelter  (staff) 

78 

inn 

D,  I.  J 

(Lodging  Section  Level) 

Deputy  Supervisor:  Lodging  Section  No. ( 1 . 2.  etc.)  (line) 

79 

HI ' 

I),  I,  J 

Manager:  Congregate  Facility  No.__(Survey  no..  name..iddress)(/rm'>  4t) 

Inn 

I),  1.  J 

Lodging  Aide:  Residential  Area__(area.  neighborhooil  1 (line) 

41 

1 in 

Tables  of  Orpani/alion  appear  in  (Part  I)  Sections  hepmnini;  on  tire  lollowme  papes 


A.  County  level,  page  5. 
U.  Division  level. page 
('.  District  leivel,  page  I.V 


D.  laHlging-Slielier,  page  P 
I'.  Registration  aiul  Info  . page 
F.  Feeding  Service,  page  25. 

(i.  Special  .Services,  page  2'> 


1 1.  I’ers.  Services  Cli  tlimi  ;■">  v* 

I Shelter  Plan  and  .MIo>  .ilinn,  p.ir. 
I.  Aiixiliars  Seivues.  p.e  . 4 ' 


17b 


II.  Position 
Descrip  lioas 
Number  Page 


E.  Registration  and  Information  Service 
( Vertical  Organization) 


A through  J 

Dcp.  C'oord.:  Welfare-Shelter  Oper  (County) 

2 above 

.W 

A,  H 

Ass’t.  Coord.:  Reg.  and  Info.  (County) 

8 above 

60 

B through  J 

Manager;  R/C  District 

25  above 

S7 

A,  C.  E 

Supervisor:  Reg.  and  Info.  (District) 

30  above 

94 

E 

Deputy  Supervisor:  Registration  (line) 

42 

115 

E 

Deputy  Supervisor:  Inquiry  Services  (line) 

43 

/(6 

e; 

Deputy  Supervisor:  Information  and  Referral  (line) 

44 

12J 

e; 

A.ssistant  Supervisor  of  Registration:  Lodging  Section  f///tc) 

45 

125 

E 

Assistant  Supervisor  of  Information  and  Referral;  Lodging  SecJlitie)  46 

12^ 

F.  Feeding  Service 
( Vertical  Organization) 

A througli  J 

Dep.  Coord.:  Welfare-Shelter  Oper.  (County) 

2 above 

54 

A,  E 

Ass’t.  Coord.:  E'eeding  (County) 

7 above 

59 

B through  J 

Manager:  R/C  District 

25  above 

.57 

A,  C,  E 

Supervisor:  Feeding  (District) 

29  above 

V.7 

E 

Deputy  Supervisor.  Fixed  Feeding  Stations f/mc) 

47 

/ (1 

E 

Deputy  Siipervi.sor:  Support  Units  (line) 

48 

12. i 

F 

Deputy  Supervisor:  Mobile  Units  (line) 

49 

1.14 

E’ 

Assistant  Supervisor:  Feeding  Station  No.  1 (etc.)  (lint 

0 

50 

125 

E 

Assistant  Supervisor:  Support  Unit  No.  1 (etc.)  (line) 

51 

12- 

E 

Assistant  Supervisor:  Mobile  Unit  No.  1 (etc.)  (line) 

52 

12'' 

G.  Special  Services 
( Vertical  Organization) 

A through  J 

Dep.  Coord.:  Welfare-Shelter  Oper,  (County) 

2 above 

■'4 

A,  (; 

Ass’t.  Coord.:  Special  Services  (County ) 

9 above 

I'l.'’ 

B through  J 

Manager:  R/C  District 

25  above 

.57 

A.  C,  fi,  1,  .1 

Supervisor:  Special  Services  ( District) 

31  above 

VS 

I,  Tables  of 

Ornani/ation 
* ! 

(Sections) 


Host  County  Reception/Care  Services 
PERSONNEL  POSITIONS 


♦ 

Tables  ot  Organization  appear  in  (Part  I)  Seclicrn.s  beginning  on  llie  following  p.iges. 

A.  County  level,  page  5.  1).  Lidging-Shelter,  page  17.  II  I’ers  ScrvKes  Cloltime.  p.igf 

HDtvision  level,  page  d.  H.  Registration  and  Info  , page  2 1 I .'sbcller  Plan  ami  Mlocalioii  p a; a t 

C.  District  level,  page  I .V  T.  T'ecding  .Service,  page  2.‘>.  J Auxiliary  Sers'icos,  page -t  t 

(i.  Special  Services,  page  2‘) 
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1.  Tables  of 

Host  County  Reccption/Care  Services 

II  Ihisition 

Organi/iution 

IJest  rip  lions 

(Sections) 

PERSONNEL  POSITIONS 

Nuiiibei  Pago 

Special  Services  (Continued) 


t; 

Deputy  Supervisor:  Eniergency  Financial  Assistance 

( hue) 

5 t 

I): 

(i 

Deputy  Supervisor:  Guidance  and  ('ounsel  (line) 

54 

! 1 t 

G 

Deputy  Supervisor:  Special  Care  Groups  (line) 

sS 

N' 

G 

Assistant  Supervisor:  Financial  Assistant,  Lodging  Section  i line) 

5t) 

14 

G 

Assistant  Supervisor:  Guidance  and  Counsel.  Lodging  Se.  lion  < line) 

5 ■' 

1)4 

G 

■Assistant  Supervisor:  Special  Care  Facility  (line) 

5« 

/W 

H.  Personal  Services/Clothing 

( Vertical  Organization) 

A til  roil  gli  J 

Dep.  Coord.:  Welfarc^Slielter  Oper.  (Ciounty) 

2 above 

■') 

A.  H 

Ass't.  Coord.:  Pers.  Services/Clothing  (County ) 

1 0 above 

B till  oil gli  J 

Manager:  R/C  District 

25  above 

A.  ( . H 

Supervisor:  Pers.  Services/Clotliing  (District) 

32  al'ove 

H 

Deputy  Supervisor:  Clotliing  (line) 

,■'0 

■■ ' 

II 

Deputy  Supervisor:  Personal  Care  Services  (line) 

(.0 

/ - 

H 

Deputy  Supervisor.  Pet  Service  (line) 

(.1 

/■■■/ 

II 

Assistant  Supervisor:  Clothing  Purchase  and  Supply 

(hue) 

. A 

II 

Assistant  Supervisor:  U.sed  Clothing  (line) 

1)3 

In 

II 

Assistant  Supervisor:  Laundry  and  Cleaning  Services 

( Itiu  ) 

04 

M 

Assistant  Supervisor:  Personal  Care  Services  (line) 

l^s 

l i 

II 

Assistant  Supervisor:  I’et  Shelter  (line) 

111 

h- 

1.  Shelter  Planning  and  Allocation 

( Vertii  al  Organization) 

A lliroiigli  J 

County  R/C  Coordinator 

1 above 

- 

A.  1 

Director:  Shelter  Plan./ Allocation  (County) 

4 .ibov^ 

A,  1 

A.ss’t  Director:  Shelter  .Assignnient  (County) 

1 3 .ibove 

A.  1 

Ass’t.  Director.  F.xpedient  Shelter  (County ) 

1 4 .ibove 

A 1 

Ass’t  Director:  Shelter  l■(|uip,  and  Supplies  (County  1 Ix.ihovc 

A.  1 

■Ass’t  Director:  Shelter  Managenient  ((’ounty) 

1 (>  .ibov e 

A r).(  . 1.  ,1 

Deputy  R/(’ Coordiiiatoi  Divisuni  Level 

20  .ibove 

\ 

h 

( 


* 

r.ihlcs  ol  Orgaiii/al 
( iMiiily  level,  page 
I liviMiiii  I evel.  page 
Di^ttul  level,  page  I .t 


appeal  in  ( I’ait  1 1 Sectuni'.  I'egitmmg  v'l 
1>  I mlging  Shellei.  page  17 
I Kegislialn'it  aiul  Inic  . page  .’I 
I l eedmg  .Service,  pa.ee 
(I  Speii.il  Seivicev.  page 


die  l.'llowmc  pa. . ■■ 

II  I’ei-.  Servu  c-  ( : I ■ 

I .Shelter  I’lar.  ^ : V'  - . 
I AiimIi.iis  Sini. . 


I 


Most  ( oiml  y KecepI  ion  Care  Services 


P 


I l.ihU'Sol 
Oiuani/.itioM 
( Sei  lions) 


PI  ksonnll  posh  ions 


II  Position 
Deseriplions 
Numlier  Pace 


Shellci  Planmny  aiul  Allocation  ( Conliiuietl ) 

H.  1 

Dep.  Director:  Shelter  I’lan.  Allocation  (Doislon) 

:i  above 

H tiuoupli  ,1 

Manager.  K ( District 

25  above 

A,  ( 1).  1.  J 

Sui'ervisor;  Loilplnii  and  Shelter  ( District) 

2K  above 

1),  1 

Deputy  Sui'ervisor:  Shelter  ( District  I 

54  above 

1),  1 

Ass’t.  Supervisor:  NSS  Shelter  ( District ) 

57  above 

1),  1 

Ass't.  Super' isor:  I xpedienl  Shelter  ( District  1 

5X  above 

V/ 

in: 
In: 
I ni) 


J.  Ansiliary  Services 

I I i riii  ill  Oii;iini:a!i()ii) 


.A  ihrouL’h  .1 

Ci'UMty  R/(  ( 'oonlmator 

1 above 

A.  1 

Dnectoi  Ausiharv  Services  (County  ) 

5 above 

s 

A,  1 

Ass'l  Directoi 

Public  I d.  and  1 rainmi;  (Couiitv  ) 

1 7 above 

> 

A,  J 

Ass't  Directoi 

Rehinous  .AITaii..  (Countv  ) 

1 X abov  e 

A,  J 

Ass’t  Director 

Recieation  iCounty ) 

1 above 

A.  li.  ( . 1,  .1 

Deputy  R/C  ( oonlmator  Division  l evel 

20  above 

M.  .1 

Deputy  Director 

Alls.  Services  ( Division) 

22  above 

■V/ 

( Ihroueh  .1 

Ass’t  Manager 

Operational  1 laison  ( District ) 

27  above 

I 


* l.il'lo  ol  OiiMiM/.ilioii  .||1|V.II  III  ( I’.iM  1 1 SiMioiis  I'ciaiiiiiM.i.’  oil  llu-  lollouiiir  I'.iue- 
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IV 

ALTERNATIVE  STAFFING  LEVELS 
Host  County  R/C  Service 

The  five  staffing  levels  ilescrihed  below  correspond  to  successive  stages  in  the  gradual 
buildup  of  a host  county  R/(’  organi/ation.  For  Tables  of  Organization  and  Job  Descriptions, 
consult  the  designated  Position  Number  in  the  preceding  Reference  List  (Part  111.  above). 

Position 

Positions  NuiuIkm 

Level  One:  County  R/(’ Coordinator  1 

Deputy  Coord.:  Welfare-Shelter  Operations  2 

(County)  Director:  Shelter  Plan,  and  .Allocation  4 

Lc'vel  Two:  All  above 

Dep.  R/C  Coord.:  Reception  Ctrs.,  Rest  Areas  3 

Ass’t.  (County)  Coordinators  for: 

Loilging-Shelter 

F'eevlmg  ^ 

Special  Services 

Ass’t.  (County)  Directors  for: 

Shelter  .Assignment  13 

Shelter  Fipiip.  .md  Sup|4ies  I 3 


Positions 


Position 

Numl)or 


I Lovel  riircc:  All  Above 

(County)  Director:  Auxiliary  Services  5 

Ass’t  (County)  K/(’  Coordinators  lor: 

Registration  and  Info.  X 

I Pers.  Serviees/Clotliing  10 

Ass’t.  (County)  Director  for  SItelter  Mgnit.  1 (> 

Dep.  R/C  Coordinators:  Divisions  20 

(if  Divisions  are  used  in  the  County) 

R/C  District  Managers  25 


Level  Pour:  .Ml  above 

Ass't.  (County)  Coorilinators  for. 

Reception  Centers/ Rest  Areas  1 I 

Rest  Areas  I 2 

(District)  Supervisors  for: 


Lodging-Shelter 

2X 

l•'eellmg 

2‘> 

Registration  aiul  Into. 

.h) 

Special  Services 

,)l 

Personal  Services/(  lothmg 

.12 

level  live:  All  (>b  management  positions  described  m this  volume,  aiul  listed  m the 

Relerence  I ist  ol  Personnel  Positions  beginning  ('ii  page  \ 1 ^ ( .\s  iiolwl 
111  the  |ob  desi  ripiioiis,  hovvevei.  the  Div isioii-level  positions  .iiul  scil.im 
other  specilic  positions  mav  not  be  leipiired  m even  coiiiitv  l 
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DISTRIBUTION  LIST 


(Number  of  Copies  One  unless  otherwise  indieateil ) 


Defense  Civil  Preparedness  Agency 
Research 

ATTN:  Administrative  Officer 
Washington,  D.  C.  20301  (50) 

Assistant  Secretary  of  the  Army  (R&D) 
ATTN:  Assistant  for  Research 
Washington,  D.  C.  20301 

C’hief  of  Naval  Research 
Washington,  1).  C.  20360 

Commander,  Naval  Suj'ply  Systems 
Command  (042  KJ) 

IX-partment  of  the  Navy 
Washington,  1).  C'.  20376 

Commander 

Naval  f acilities  faigineering  Command 
Research  and  Development  (C'ode  0322C) 
Department  of  the  Navy 
Washington,  D.  C.  20340 

Defetise  Documentation  Center 
Cameron  Station 

Alexaiulria,  Virginia  22314  (12) 

Civil  Defense  Research  Project 
Oak  Rulge  National  Laboratory 
Al  fN:  l.ibrariat) 

PO  Box  X 

Oak  Ridge,  l ennessee  37830 

Dr.  John  Billheimer 
Syst.m,  Inc 
P O Box  U 
l.os  Altos,  C \ >)4022 


Mr.  Harvey  Ryland 
Ryland  Research.  Inc. 

5276  Hollister  Avenue  Suite  4-J 
Santa  Barbara.  CA  931  1 1 

Dr.  Richard  V.  f'arace 
Department  of  Communication 
College  of  (.  omnumication  Arts 
Michigan  State  University 
Last  Lansing,  Ml  48823 

Dr.  John  R.  C'hristiansen 
Department  of  Sociology 
183  Facults  Office  Building 
Brigham  Young  University 
Provo,  LIT  84601 

Dr.  Jiri  Nehnevajsa 
Professor  of  Sociology 
Department  of  Sociology 
University  of  Pittsburgh 
Pittsburgh.  PA  15213 

Dr.  Conrad  Chester 

1 RDA.  HolifiekI  National  Laboratory 

P O Box  X 

Oak  Ridge.  I N 37830 

Ml  Walmer  f Strope 

Stanford  Research  Institute 

U)l  I North  Kent  Street  Rosslyn  Pla/.i 

Arlington.  Virginia  22209 

Dr  Murray  Rosenthal 
System  Development  Corporation 
2500  Colorado  Avenue 
S.mla  Monica.  ( 9()4()() 


Mr.  Don  Johnston 
Research  Triangle  Institute 
P.  O.  Box  12194 

Research  Triangle  Park,  N.C.  27709 

Dr.  Abner  Sachs 
Science  Applications,  Ine. 

1051  Old  Meadow  Road -Suite  620 
McLean.  V A 22101 

Mr.  Oeorge  Penebaker 
Department  of  Interior 
Detense  hleetrie  Power  Administration 
18th  anil  ('  Streets,  N.L.,  Room  6545 
Washington,  I).  C.  20240 

Mr.  Robert  A.  Marker 

Center  lor  I’lanning  and  Research,  Ine. 

750  Welch  Road 

Palo  Alto,  CA  94304 

Mr.  Richard  K.  Laurino 

Center  lor  J’lanning  and  Research.  Ine. 

750  Welch  Road 

Palo  Alto,  CA  94304 

riie  Dikewood  Corporation 
1009  Bradbury  Drive,  S.L. 

University  Research  Park 
Albiuiuerque,  N.M.  87106 

Ohio  State  University 
Disaster  Research  ('enter 
127-129  West  10th  Avenue 
Columbus.  OM  43201 

Stantord  Research  Institute 
ATI'N;  Mr,  Robert  M.  Rodden 
333  Ravenswood  Avenue 
Menlo  Park,  CA  94025 

URS  Research  Company 

1 5 5 Bovet  Road 

•San  Mateo.  CA  94402 


Dr.  Cerald  Klonglan 

Department  of  Sociology  and  Anihroiiology 
Iowa  State  University 
Ames.  lA  50010 

Cieneral  Leslie  Bray 
Director 

Federal  Preparedness  Agency,  (JSA 
18th  and  F'  Streets.  N.W. 

Washington.  D.  C.  20405 

Mr.  Thomas  P.  Dunne 
Administrator,  F'ederal  Disaster  Assistance 
Administration 

Room  B-133,  Dejrartment  of  HUD 
451  7th  Street,  S.W. 

Washington.  D.  C.  20006 

(ieneral  Manager 

International  Association  of  Fire  Chiets 
1329  18th  Street.  N.W. 

Washington.  D.  ('.  20036 

Mr.  Bjorn  Pedersen 

International  Association  of  ('hiel's  of  Police 
1 I F irst  field  Road 
Caithersburg,  Ml)  207(>0 

Mr,  Ferris  Lucas 

National  Sheritt's  Association 

Suite  320  1 250  Connect ieut  Avenue.  N W 

Washington,  I).  C 20036 

Mr.  (ierald  W.  Collins, 

F.xeeutive  Vice  President 
National  Defense  I ransporlation  Association 
1612  k Street,  N W.  .Suite  706 
Washington,  D C.  2000(i 

Chiel,  National  Military  Command  Systems 
Support  Center  (Code  B2I0) 

File  Pentagon 
Washington,  I).  C.  203  1 0 


National  l ire  I’rotoction  Association 
l.ihrary 

470  Atlantic  Avenue 
Boston.  MA  02210 


Mr.  Bill  Giordano 
Director,  Fremont  County  DCPA 
County  Courthouse 
Canon  City,  CO  81212 


National  Bureau  of  Staiulards 
Disaster  Research  Coordinator 
ATTN:  Dr.  C.  Ci.  Culver 
Office  of  Federal  Building  Technology 
C'enter  for  Building  Fechnology 
Washington,  D.  C.  20234 

Mr.  Louis  V.  Spencer 
Radiation  Theory  Section 
National  Bureau  of  Standards 
Room  C3 1 3-Building  245 
Washington,  D.  C.  20235 

National  Academy  of  Sciences  (JH-3  1 2) 
Commission  on  Sociotechnical  Systems 
Committee  on  Fire  Research 
2101  Constitution  Avenue,  N.W. 
Washington,  D.  20418 

Mr.  Leo  A.  Hoegh 

Director,  Council  of  State  (Jovernments 

I’iiniia  Road 

ChipiLa  Park,  CO  80811 

Idle  ('ouncil  of  State  (iovernments 
AITN;  Mr.  Hubert  A.  Gallagher 
Disaster  Assistance  Project 
1225  ('onnecticut  Avenue,  N.W. 

Suite  300 

Washington,  I).  C.  2003b 


Dr.  Joseph  H.  Minor 
Texas  Tech  University 
Department  of  Civil  Fngineering 
P.  O.  Box  4084 
Lubbock,  TX  79404 

Mr.  James  Giganti 

Chief,  State  Manpower  Development  Stall 
Ofllce  of  Special  Initiative 
Social  and  Rehabilitation  Service 
330  C Street.  S.W. 

Swit/er  Building.  Room  20()8  (2) 

Washington.  I).  C.  20201 

Mr.  Bryce  Torrance,  National  Director 
Disaster  Services 
American  National  Red  Cross 
18th  and  F Streets.  N.W. 

Washington.  I).  C.  2000b  (2) 

Dr.  Bela  Banathy 

Far  West  l.alxiratory  for  Fiducational 
Research  aiul  Development 
1855  Folsom  Street 
San  Francisco,  CA  44103 


Mr.  Floyd  Pellie 

Director,  FI  Paso  County  DCP.A 

PO  Box  1575 

Color.iilo  Springs.  CO  804()| 


T:ib!es  t)t' Organuauon  and  job  descriptions  are  clustered  in  ten  tnoduics.  correspond- 


retcrentc  list  rclatinit  job  descriptions  to  organi/ationa!  charts,  and  ( IV|  a listing  of 
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